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¬gsÔ‹tÔ±gZ]Zzgz;]

¦k,Ç™³ÔZq-$Mñiš
Zq-¿_¬~ẑsåÔ0*k„Zk»^ög;åXaäZ#Áî**
ÑzqHÂZkä(,~›Ð¹÷÷ŠdgCë7,|gìXØg:™zóó{̂ñlƒŠH
pic*Š{Šk,‚:™eXZ#QZzŠîîäÎÂ!*\ÃZq-F,IÎÓXZkäöÐ
6,ZäZ¶g»Zq-zgtZVc*T6,Š*»u¯ƒZåX!*\ädWÃ‚tè™ÔZ¶gÖ@
~g3ZzgdWÃCc*tŠ*»uìZzgZk~0*ÎyìÔŒV:Š~²[ÔŒV
Z%MÔŒVdZÃIZzgŒVøDìXgCŠ8g;ZzgYZ1ÔYZ1Hg;XQ!*\äz{
zgtZVc*ZzgZkÆ•}•}™ÆaÆjZá™Šc*Zzg¹XßgCXZÐ',Z',zZá
#}~áYîZzg'ÃQÐhÑîX

Z#^`ŠHÂ!*\äZEy»‚÷1Zzg›w~¹&eg[RVÆaŠgŠ
u»ƒZXpZkÅª]ÅZ•:g„Z#M̂Š|]c*ÍÓ:4ÆˆŠzh@*ƒZMc*
Zzg(,}õÐìÎ÷÷Z1Z1XŠ*»uÇƒŠHXZ1Z1XŠ*»u0ŠHXóó!*\äŠzg
Ð'6,ó{eZàXNhzVÆeÔŠgc*îVÅ¦/gÇÔàzVÆûz̧qƒZL
ZL£x6,Šg„0*ñX7YX÷÷gC?ät»g**)ùZxŠc*XóódWäZ[Šc*÷÷Z1
t»x(,ZM‚yåXóó!*\Å[Zzg(,|̂XgCä¹÷÷Z1XM\äZ#'Æ•}
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™äÆaZÐZVc*Â~äŠ¬Zk'ÅŠzu~§sZâ„(,~ZK̈yÅ
¦k,µƒð¶X'~äZk¦k,ÃhŠc*XŠ*»uM\ÐM\ÇƒŠHXóó

|tìZK̈y˜V}ÌƒZzgTnÅÌZ&beLƒÔZkÆa
¢zg~ìƒÐ¬ZKZ&b™}ZzgZKfZ]Å̂Å§sÂzŠ}Xøg}
yzV»Ôøg}ŠízV»Ôøg}²VZzg´̧V»Ôøg}çÑ}»Zzgi0+ÏÆX

Xç5]ÐøgZmìÔz;V»u™ZƒZìXZk'ÅŠg4Æa¢zg~ì
ëZK̈yÅ¦k,ÃÇ™,XtZK̈yÅ¦k,Šg|øg~ZK¦k,ìXt)~
ƒðìÔZÐh**¢zg~ìXëZLâjwÅZ&bZzgqÑ]ÅŠg4ÅÃÒ™D

@*uÇƒYñpë»x[7ƒDXZð~YDÂ¥xƒ@*ìÔ
¦k,)~ƒðìX¦k,Zka)~ƒðì:
øg~i0+Ï»Ãð·Z77ìX
i0+Ï¦/ZgäZzgi0+ÏÐqÝ™äÆaÃð£œ³7ìX
øg}ZgZŠ}Zzg³Zì$zgƒ`X
øg~Ë~:Zzg»‹MˆìX
øg}ç5]~™KIaZƒŠHìX
ëM`Æ»xÃÀ6,N*sX
ë÷÷QLóó»DgX
hV~Zâ@*íƒCì'òYCìÔR,+g^YCZzg#V$ÈƒYCìX
ëZãeg7uƒ‰ë»x!ÆŠgzZi}6,Š.ŠîìZzgëZÐÅs
J-7X
Šg|øg~i0+Ï~:Zzg»‹MˆìZzgëä÷÷Àóó6,½z‚HƒZìXë

Ìz‰Ü »x ätÎa1ì·Z7Zzg£œ»çÌÀ™,ÐZzg!*¹ƒ
Mä6,pŠlŠƒYNÐX
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:Ô»‹ÔZq-ŠÔ
t÷÷™KIóóÔ÷÷Ngz~óóÔ÷÷N*wâwóóÔ÷÷@*íóóZzg÷÷QLóóøg}ŠÔZzgøg}
wÆaZ•ðn{ÁXt¹MzgqzVÐic*Š{vyŠ{X¿¹™@*
ìz{çÑ}Ð»°uJ-–Y@*ì1™KIZzgNgz~»DgÛŠçÑ}~
áïg{™çÑ}Ãvyà@*ìXøg}ŠÃF,ƒVÔ»gz!*gƒVc*ywi0+ÏCÙ(
Zk™KIzZá'×Z`ä)baZKƒñX

ó~Â/Æ Úß`^t]ÖÏ^‘‚mà |(äZKÂ[L 597X511 Zâx†Z°ÝZ0i~ò)
!*[~œp)MÒ{™ßVÇ(Æ!*g}~–ì:

÷÷WÒ{6,N*%zZá!*kxhuƒDYVz{Zq-„Ü
ŠzqzV~Ût™YDXWÒ{6,N*%zZáÅVwZkWŠò
ÅÏì&Zq-Šg|#Z3h**ƒXz{ŠAŠg|#¹¢o
ìÔ”h+úÐZ9}ÇÔÂz{¾~ZkÃZ3häÆ
aZq-‚wÆŴîVÇXz{t7Y}Šg|#Îæ]!*¹
gìÇÔ¢oƒ@*YñÇZzgpŠZkÅÎ/¦/gCYñÏÔz{$zg
ƒY@*YñÇXZ#z{¤!gƒäÆ!*zŠŠg|#Ã$zg~Å
qª~ZÐ7Z3hYÂZ#z{$zgƒYñÇz{Šg|#ic*Š{
¤!gÔÂQZk6,ù¸̈WnÇXóó
™KIHì?

'×Z`ZzggzbÆ!*)̄ZëqzVÃ)ZëZñgÆ£«~¸y™äÆ¿Ã
(Procrastination) 6,z™;V ZkÆa ™KIc*N*wâwëXZôm,~~

»ÂZEwƒ@*ìXë‰Zë»ñVÃZkaghŠïZ7™ä»ñe7
ƒ@*Ô‰Zz‡]ZkaghŠïZ7™äÆaoƒz‰ÜZzgjyx7
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ƒ@*Zzg‰Zz‡]ZkaghŠï™äÆaZÌ»°z‰ÜZzg/!*¹ìXë
ZvÅÚ÷÷z‰ÜóóÃgZ¨V™DgTXug$gÎwZv-ZvmzÅì:

÷÷4MäzZáŠyÅ7yvìÂz{MzZiÎ@*ì:Z}MŠxÅ
ZzÑŠ!~ZvÅ5ðƒVZzgvg}Zqw»ÍZ{ÔZkaíÐ
Aic*Š{iZŠgZ{áMhƒáßÔ~QLß^™7MîVÇXóó

Zq-Zzgug$~Mc*ìñðÃŠzŠPÆÑgTÔZq-Zk»âèTÆ
!*g}~z{7Y}ZvZkÆH}òªCÙ™}ÇZzgŠzuZZk»wTÆ
!*g}~z{7Y}Zv¬\äZkÆ0Hê™g3ìXZkaMŠòÃZK
YyÅ{§ZKYyÃÔMy]Å{§Š*ÃÔ(,J9Ð¬ZãÃZzgñ]Ð¬
i0+ÏÃ»x~Ñ**ecXZq-ug$~ìN*wâw-y»ÃgìTÃz{
›âVÆŠßV~è@*ìXZâxZ0i~òÛâD/Æ‚²V~ÐCÙ
‚÷Zq-%CÙìT»çz£Ãðq7ƒ$ËX

À»¦g
øg~i0+Ï~÷÷®ÿ Móó)MÒ{MäzZÑŠyc*iâ:(»ÂÌZq-Šð»ìZK̈yÃ

z‰ÜŸù™äÅÑxZzgZ\kÐX@*gLìXZK̈yÅi!*y~ÃðÂZ(7ì
÷÷®ÿ MóóÆÂÅ§bZãkHƒVÔZâ×!VÔZâz°{ÜAVÔZâ"YQyzVÔZâ

YVZkÅ Ô ƒVÔZâ"6,ZÇVZzgZâ',!*ŠƒäzZài0+7VÆaZ[Š{ƒ
MäzZà÷÷Àóóª÷÷ÛŠZóóL7MCXz‰ÜZq-Ši¦/gŠHÔ%ŠHÔÂZkÃ7,ZgŠzX
Z[ZkÆ‚BZzg¼7™**ìXÎZñZkÆZkÅG6,M²·îXM`Å§s
ß^Mî1ßvZkÅ§s7ß3Zzgn÷÷ÛŠZóó)WäzZÑÀ(ÃL÷÷S%zióó)W`»
Šy(7ƒäŠïX

ŠZ**îVÆgZzV~÷÷Àóó»Â}7MÔZ%"z̧¯VÅe-V~t
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ì#V[**?ÃÀŠ}Šc*YñÇXÀ»ÂÂ zZ {]ïYìXtÂ¡”V»
Z,ßÍVÆaìðÐáxJ-ìàöîåDgTZzgáxÐðJ-pZ[
ŠÙgTX»x!ÅáCÙZ{6,"ÑgZ0*ågƒñÈgìëäZKÓx/
÷÷Àóó»¬Ü̂™DƒñŸù™Š~ZzgZKGZL;ðVÐÅŠàìXëZÏ

ŠO}Ægì÷÷Àóóøg}aZhZh?ZzgÃZ+{qZâ ;B 6, ŠðÆ~;B

ÑñÇ1z{ÂM@*„7XZÏ§bZq-Zzggzt÷÷QLóó»ìÔ»xåƒYìz{M`
YV™,ZzgMäzZÑ÷÷ÀóópŠ»xÆa‚iÇgqÑ]aZ™}ÇXtgztGë
ßÍVÆaÛ̈ŠÔ¸̈xZzg̈Q#ÖvyŠ{ìX

ZëZzg¢zg~âÎÆ»xXÅŠÐøgZfZCÔçÙÔçÑCZzģò¢ŠzZh
ìÔëpZ{(Z{–~™feZzgZyÅOñZ,»x™ä”XÅ¹¢zg]
7ƒCX'ëZkaŠzu}»x™ä”Zk~ÉåEO]QìÔËÆ
™KIÃ±gÛZëƒY@*ìÔZzgZKfZ]Ãt™äÆaÃð:Ãð·:ïY@*ìX

Zkz‰ÜŠNBÐX Ô N*wâw™äzZáßvëZ#»x»z‰ÜMñÇ
M`ZkçA~6,.yƒ™ZLŠyÃYVyZ[™,XZ#Š!*îMñÇÂƒ»x
ƒYNÐX

Zƒ@*ìX‰Ï '× ‰ßÍV»'×Z`tƒ@*ìMy~x~»x™,XZk»ZC
ÅgZ]Ãyh+Zg~ÔZåLÅZŠZ5ÅMy~@*gõÃÍØZg{¯**ÔðÔ’Ô8¯y».Þ
My~@*gõÃ¦™**z){Xáh+ZkZ0+ZiÐz{pŠ1ZV™ZzgŠzuzVÃ1à™
'×ZheÅÃÒ™D?

¼ßÍVÅi0+ÏÅF,¶]„zZã7ƒ'XZ#2w³:ƒÂ^ùðƒÇX
ÅWÆ

]¼-C4è
E
EGE ZâxZ0i~òZkÅVw-VŠïZ¤/#ZÅic*ŠC»%!

: Oñ]¼-C4è
E
EGE¯äÅF,II~/',!*Š™Š}Âz{GŠðÆ~2ìXMÐÛâc*

÷÷plëz{ìÔZKZë¢zg]ÃqÝ™}ÔŠzu~ÃghŠ}Ô¿Å§sÂz
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™}ZzgZÏÃ°ŠZÝYäXóó)ªM`Åi!*y~F,¶]»ç™}ZzgZk6,¿
cZƒYñ(X

øg~Úi0+Ï6,™KIÆZW,Z]
äÐ½7g¹ìXZkÐZK̈y¯]©8ìX 5 ™KIZq-)CkFg~ZzgpŠ

tZÐZŠ~%nÌìÔçÑCÌZzģòÌXZkÆZW,Z]ÌJXfs~Zk
ÐZy Procrastintion ñçqÆŠzâCÙ+å!',»ZzglgZZ*-MyÅÂ[

ZW,Z]Åz„Š~Yg„ìX

ÚÛÓßäì^…qo]$†]l
ZOŠZzg³]~¶Ô
Šz2VZzgZI{0+ZyÆ‚BÚi¬]Ô
‚¹VZzgë)ZÛZŠÐZ%sz**gZèÔ
Zf!*ÑÐZ%sz**gZèÔ
5i#Ö»vyc*"Š½Ô

Ô u»g~̀âä
Ô â1Cvy

qŠU*]c*Kã1X

ÚÛÓßä]ì×o]$†]l
Zˆk²~Ô
ÑqÏZzgäãÔ
;ð»:ƒ**Ô
u¤/ñV~Ñq-:ƒ**Ô
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pŠ5äÔ
ZCZ[Ô

PÔ
Kã1c*Fg~Ô
ËðI~X

ZKi0+Ï»Y,̂{³ — ™KIÆZW,Z]
ìËZ0+ZiÐM\ Z0+6 HM\:Ô»‹ÔN*wâwÆDgXZ¤/Zzg

ZkZÐŠzegƒVÐÂQZKfZ]Æ¢Š~Y,̂{BZkzzÐM\ÅŠZ½
Zzg{gYi0+Ï6,HZW,Z]%A$ƒñX

ZkY,̂}ÆaZŒÔ6,Šb‰eg^ÐæŠ³X
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fgZÈÙ
ë™KIÅZkFg~Æ!*)̄ZL£œqÝ7™MhX:My]Å»g~™D

Zzg:Š*¯DXi0+Ï~**»òiîzVÅ§bczVÃ«gìZzg‹]Zzg
5‘w»‚ây0YCìXëY…ÎDÃ›**M‚yZzgYMÃ›**Â
ìXëZzgM\Yvgì1_ÐQJ7gìX…YkHìZzgÑ§]Æ
”wÆa»x™**ìXŠ*~ŠzqzVÆz‰Ü»è7¸ìXZq-ÂtgZ]Ã’
“MðXŠzu}Ë¸x»izZw“ÑzqƒZXtZķxÃè7¸Z%ZkÆv**]

MÒ{YVÃíXøg}izZwZzgZzoÅ¹(,~zzt™KIZzg»‹ìÔ**Z‹
ìÔ°xÂµìZzgÑÆÅgÅ¶ìX³tìyÆç5]Ðá™̧ò
ç5]J-~Q{îìXœVÆ»x̧V~Ì7ƒDZzgëpZgƒ™g{‰X

ZKfZ]»Y,̂{³ÔQZLy»ÔQZLZŠZg}ÔçÑ}Ô£c*CÔß!*ðZzg
zÃ¹Ó#Ö»ÔCÙR6,…ZzgM\Ã™KIZzgNgz~»‚oìXţòFg~izZwÅ
´#Ö7ÂZzgHì?tFg~Zzg¹‹zíZzgZAyÐ¼Á7ìX‹ò

pt:Zzg Ô »îÃyÂ«gÆZ0+gÐQJ™‚́´̧VÃn{™@*ì (Tsunami)

»‹»c[ZzgîÃyËŠgc*Zzg«g»Z`7ìXţñVÆZ0+gQ½@*ìZzg)
ÃáezCìX 7g~̧x Ck§jÐ

™KIÅç**u´â]
tz{ç**u´â]n}Åâ#M\Æ»xZzggzbÐßÍVÃè^YC:
Z¤/M\™KI»DgÂM\Å,)±Zzg)%1oƒYCìZzgZkÅzZã  -1

´â]tƒC:
:M\ZëÔ̄g~ZzgF,¶]ÆçA~̧&7™MhX¹Ð»xZq-‚B Z³
¦ƒYDÔZCz‰ÜZzgÂZ**ðM\MgZxŠ{ZzgM‚y»ñV~ÎDX

17 ¬gsÔ‹tÔ±gZ]Zzgz;]



:ßv™KI»Dgz{°xÂµZzg;ðÅ¶ÆDgƒDX [
ŠïZzgZ7 gh ‚g}ç5]ZKc*ŠŠZ“6, ¹ :™KIÆDgßv `

È% c*ŠŠZ“ÅãCŠ6,™äÅÃÒ™DÔ1|~»ñVZzgfóŠZg-VÃ
Æ¬Š~0YDX
:i0+Ï~»ñVÅZzgf)ŠZg-VÅz„îsF,ƒYCìT6,¿ŠgMæ„CÙe Š

Ã7M@*XZ,~»x»(,kƒZŠ!*î"Z(g~Zzg"r»ZˆkaZ™ŠêìX
z‰ÜZzgZkÆZEwÆçA~)|Iƒ**ÔZLç5]Zzgµ1V  -2

Ô Ô@*íÐM** ZEw:™** ƒ**ÔZLZz‡]»9 zZã ÆjZáÐ) (Projects)

Ší~Šk,J-ÆgxÔy6,»xáY**ZzgQ¼:™**ÔyzZßVÆ‚Bµ"¯**
ZzgQëY**c*ÎY**c*ËyZ[ƒä»·:¯¢8X

i0+ÏÆ£œZzgZŠZgÆçA~zZãÎa:ǵÔZkçA~)fóŠZgƒ**X  -3

ZLM\Ãås[Ck™**XeTc~2ƒ**Ô6,.yƒ**ÔpŠ5ä»Dgƒ**X  -4

ê:™**Zzg!V»ps™**ZzgZkpsÆ!*)̄MÐ:(,−X  -5

gX ZK³]ÑÆçA~¤{:ƒ**ZzgŠzuzVÃñµŠbz{M\ÃÃ™D  -6

ÅpZéM\ÃÃð**x7™äŠîÔ»x (Perfectionism) Z²)Ò3ïGGI~  -7

X ƒD W\™Mhz{Ì7
ìX ™@*gL Xí»IZzgN¿çÑ}~gTƒñZLM\Ã5#Ö 8

tz{ç**u´â]M\Å5i#ÖÔ»gz!*gZzgywi0+Ï~M\Å’Ôjy
»´` Zy ZzgF,¹~qbXZyÐvÅÃÒÙÔZ7Á™äÅÃÒÙc*Q

™,XM\Å’ÔF,¹Zzg»x!ÆaZkFg~»´`¢zg~ìX
Z¤/M\ä´`:HÂZq-z‰ÜMñÇM\ÈgìƒVÐ:

Z#ÏU*"$z‚Ý¶‚iÅÕ¾Ã¶
‚iÅÕÃy™} 6, Z[Z+NÏ
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™KIÅZlx
‰âCÙ+ä™KIÅ&ZlxÅ¶K0+„Åì:

ZKfZ]Å>ðÔF,¹Zzg»x!ÆçA~™KIX  -1

ZKi0+ÏÔuÔyÔ»gz!*gZzg`Æç5]Ð0¬x»ñV~™KIZzg  -2

»‹zZÑgztX
ŠzuzVÆçA~)fóŠZgZ:gztX  -3

]µßoƒ]l  -1

¼ßv!*&¢AZzg{qƒDÔ1ZKi0+Ï»·Z7Zzg£œ»ç
7™DX?M\VÐ»x!»pZ[ŠÙZzg¦gZ]~„¯fegT
1¿ÅŠ*~:Zzg»‹»DgƒYDXtFg~ZyÆaZzgZyÅF,¹z

)]aZ™ŠîìX Ï »x!Æa¹
‡Þ‚+oÒ1ÚÃ^Ú¡l  -2

`Æ»2ZzgÑ•Æ Ô yÆ»x»`Ôçz-$ÔŠíÆZñgÔÃ:z){
çA~ë:Zzg»‹»DgƒYDXtq,z‰Ü¦/gäÆ‚B‚BM\
Æa1úZzgÂ0YCƒXZk¬Š]Æ!*)̄ywÔŠí~Zzg»gz!*g~×}aZ
ƒñX

æ‰†æ7Ò1ÚÃ^Ú×1Ún6ƒÚ1]…p  -3

M\ZKfZ]ÃvyàäÆ‚B‚BŠzuzVÆçA~)f)ŠZgZ:gzt
Z(g™DXz°{Ü°Ôz‰Ü6,:)ÔZŠJgá™Hgz‰Ü6,zZ::™**Ôtq,

Zzgz‡gÃvyàNÏX (Image) M\Å,Æ¦g
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™KIÆˆ
i0+ÏÐ:Zzg»‹ÃŠzg™äÆa¢zg~ìë¬tøá™,t%n
ÁÁßgÂV~øg}©Ñ]~ŠZ4ìXâCÙ+ä™KIÅÝ]Zzggz-VÃ
Z‡V~„HìŠg`fsXtz„M\ÃZKfZ]»Y,̂{he»ñµ

Š}ÏM\Áç5]~™KI»DgZzgÁç5]~ÚX

+ã†m×ç]Úç…  -1

gLgL»x»`Zzg%#ÖÆ»xÔ
'×ŠzgZzgš~Ãš**Ô
yZ[Zzg)¢zg~‚âyÅzZ3Ô
yÆ(,}»xÔ
Çh~ÅŠN¸wZzg%#ÖÔ
yw¢zgc*]Zzgœ1]ÆVÅZŠZ5Ô
‚iz‚âyÅyh+Ô
ç~”VÆ¢zg~»x»`™**Ô

Êj†p]Úç…  -2

Šíz‰Ü6,)Ô
)Æaz‰ÜÅ0*È~Ð)Ô

»gz!*g~¯y!*‡°ÏÐ™**Ô
Ÿ™**Ô
»½~Zñg4§jÐ**Ô
g7gFz){’k,™**Ô
ZÛZŠÆ)b6,W™**Ô

21 ¬gsÔ‹tÔ±gZ]Zzgz;]



Zh»g™ŠÏ6,ZÛZŠÅj,Z‚ÛZð™**Ô
!ìÑ]Zzĝzm,Ã‡.Þ¿¯**Ô
ÇƒVÃZK}.â]Zzĝg]Æ.Þ'Ô
ZLa9Z{~ZŸ±ZzgF,¹Æa!*]™**Ô
ZLZfÆ‚B́ç5]6,WÆa)™**X

ƒ]io]Úç…  -3

Kãzgil™**Ô
ziyÁ™äÆ§jZC**Ô
rf$c*¹MzgqzVÃF,u™**Ô
?tg}ÆaeZËÐgq™**Ô
øy¡ÆZßßV6,¿™**Ô
!*w¯**Ô
fZCŠpÆjZáÐ_·™**Ô
xÁZzgŠpÆZñgÃZxŠ¶ÅÃÒ™**Ô
fZCŠpÆçA~ZÃgw~Ñ•™**X

‰Û^qoiÃ×Ï^l  -4

Šz2VÐ5‡]™**c*¯y™**Ô
âzÂ"$™**Ô
ZÛZŠÃæú™**Ô
gºŠZgzVÆ;V5‡]Å¾nÐY**Ô
gºŠZgzVÐâzÂ"$c*¯y6,gZ‚Ô

ZZñg~@trq-7™**Ô
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Zzg»gei'Ô
YZzgçÑCZñgÆaz‰Ü6,)Ô
æŠZzgZ7-$ÆaŠgpZ„™**Ô
ZÛZŠÃtC**M\N~c***gZnÔ
)Æ©]Ã»™**X

Ú^Ön^io]Úç…  -5

ZåLÆÍØZg}½**Ô
Mæãzya»oƒˆ[ǵÔ
ZLz‚b»P¯**Ô
YÅuât»g~™**Ô
JÐÍØZg}c*Šv́ZñgÆe~gZ‚™**Ô
ZnÆVÅZŠZ5Ô
ZZŠZgzVÆŒÛçVÅzZ3Ô

fZCŒÛçVÅzZ3Ô
ZŒÛnŠZgzVÐg¶¦™**Zzgc*ŠŠ;ã™Z**Ô

gi+-ÔKz~ÅÑá:ÔÇh~LZzǵzZ‚]ZŠZ™**Ô
ZKsB,-»Y,̂{¢8X

m,†]Úç…  -6

ZyÆ´z{ÌPZñgZ,XÅøg}çÑ}ÆÚø~(,~ZÌì:
ç5]~Z¤/tc*ic*ŠCƒYñÂç°â8-¢8Ô
gºŠZgzVÆ‚BZÚi¬]Ã**Ô

ˆqzVÃzZ:™**Ô ÝÅ q Šz2VZzgZx[ÐZŠJg

23 ¬gsÔ‹tÔ±gZ]Zzgz;]



£tZvÆçA~Ã@*‘VÆe~ç°ZzgÂzÔ
ZÛZŠÐ±e$™**Ô
%j}Æa™¬ñn]™**Ô
ZLç5]ÅœªÆa™¬™**Ô
ÈŠ]ÆaY**Ô
Zx[ÐK‰z°zVÃZd™**Ô
ËÛŠÅñ]Æˆz¤ZzgzgZV$Æç5]Ã**X

iŠ^aØÒo2ß‚Úˆm‚‘ç…in6
øg~Àòi0+Ï~™KIP'×h+ßgÂV~MñŠƒ@*ìÔ‰:
øg}Àò»xZë»ñVÆMÐMYDZzgëF,¶]ÆçA~ZK¢zg]
»ìw7gnpX
¸òe»Å¶Æ!*)̄Z•ðZë»ñVÐÛZgÆa…DÙZgzV·äïYD

XëZLÛZgZzg**»ò»1ú{gYz;]6,eZsX
ëi0+ÏÆZLHg™Š{Z@ZsJ-ZKZÏnÅÃ@*‘VÆ!*)̄7VMhXí
f6Š!*î»DgƒDTÐZ¦ZŠ»gOW,ƒCìX
aèøg~¸òi0+Ï~ãCŠ~Ô¦g§]Ô0*ŒỐµ/È~ZzgZÛZŠ»gÆ
4ZEwÅ&¢AÅ¶ìX®Z¸ò'×Z`uòZzgZi+;uZix»DgƒŠHìX
Ó‘ZzgZŠZg}ZLzŠÃ',ŒÛZggppÆaZ½¦¸òvyÃÃZ0+Zi™ÆZë

1¸̈xëZKãCŠzV ‡ìgnp ZŠZâ]™feZyÆzŠÃÂ¯g~îg6,
Ãn{™DX
øgZ'×Z`tìT»xÆaÃðMy~@*gõƒCìÔëZÐMy~@*gõÃ„
™DXZkÐ¬FñZµZ,MDX~Zk»xÅ:Üsµ/È~
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ÉZÝ»ggzZðÌƒ$ËìX
øgZ'×Z`Zk!*]ÐÌªCÙƒ@*ìñÌ',‚]~Z#0*ã¦ƒ@*ìÂëßgÄ
™gZ3¯DXqÑVZkçA~ZÐZŠ~Zzg£c*CÃl¬Ìƒ$Ë
X0*ãÅïÏÆfgZùÅÌðƒ$ËìX
ZJ**]ÆŠâV~z9™äÆaP]J-̀ŠNàYCc*Šz2VÅÀ
~ÖYDXtz‰ÜeìP4»„YV:ƒÔ¹ËìXëZ¶g7,"
”Ô**zw7,|™z‰Ü¦/ZgfeXZÂZgÆŠyyÆaÎŠZxÅ¢zg]ƒC
ì1Z¶gZ]ÃÎŠZx6,F,ßŠïXíyÆa`Âq,MCÔ
qÑVZ¶gZ]ÂÎŠZxÆÌ̂7,ñYMhX

)6,(web sites) 8zjyÆMmƒDgTZzgZÚ,M6,Zzd$‚
¢zg~zi^™DX„CÙZK¥â]~ZŸ†™äÅÃÒ™gìƒD1
|~ZCz‰ÜŸù™gìƒDX

™KIÔ:Zzg»‹»Y,̂{
M\™KI»Y,̂{eg§hVÐáMhXZkÅVw-VàYCìFg~
Åßg]~M\´`™zZ**eTÂeZËM\ÆFnÆ±™zZ@*ìXCÙ

(Æ}òÅgzÝ~eZËFg~ tests Y,̂zV) Å̂ZµƒCìXZy§8gR,~ ±
ë (diagnosis) Æ!*g}~Ãðê™@*ìXQz{Zq-³6,(ìX&øá

X™KIÅøáÆaëäZÛZŠÆ$©î EG0ÃÐY,̂{1XQ%Y]ÆÃ̀
Z7ÌMiâØX Ô ÐXŠzZzg‹b
ªM\ÁZiÁZq-‹J-Zk!*]»Y,̂{BM\ÁZz‡] ]æÎ^lÒ^q^ñˆåV

~:Zzg»‹»bCÙ{™DXZke~eĝ»_·™,ZzgZÐZq-‹J-
Ðtg{™,X (mentor) %æFN™äÅÃÒ™,QpŠ‹t™,c*ZLË),gv

25 ¬gsÔ‹tÔ±gZ]Zzgz;]



‰»x&ZñgZ,ƒDÎ™ä»Šw Ò^q^ñˆåV (function) Ò^ÝK]Úç…

„7eLÔc*M\~Zk»xÃ™äÅ&¢A„ñŠ7ìZzgZ¤/ìÂË:Ë
psÅzzÐM\7™0*DX

ƒ]io]æ…Ãfäq^ioiŠ^aØ
eg^ÅæŠÐ tŠb‰ ‚ M\ä™KIÅ%YCßgÂV»_·HXZ[

M\ZL™KI»‹t™MhX:Ô»‹ÔN*wâwZzg@M‚ãÅßgÂVÃ(,}»Ý
~M\ZlxKÐZzg!*N§sÆ (3 Ô2 Ô1) ~KXŠZN§sÆ»>V

~’̂k,™,ÐX (A, B, C, D, E, F) »>V
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2- eg^
iŠ^aØÒ1irˆmäÒ^2^…H

F E D C B A :Ô»‹ÔN*wâwZzg@M‚ãÅßg' 3 2 1

27 ¬gsÔ‹tÔ±gZ]Zzgz;]



3- eg^
¸Òà]æÎ^lÚn6‰Šjo]æ…Ò^a×oÒ^Ó^…açi1an6

iÅ̂zm, z;]
ZÂZg ß - ÔZ] $+| á c

Zz‡]

ZZÅ{-÷E

05-06

06-07

07-08

08-09
Ší~z»gz!*g~

Zz‡]

09-10

10-11

11-12

12-01

01-03

02-03

03-04

04-05

05-06
ŠíÆˆ
Zz‡]

06-07

Zc*x
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iÅ̂zm, z;]
ZÂZg ß - ÔZ] $+| á c

Zz‡]

07-08

08-09

09-10

10-11

XZz‡]~M\™KI™DZ7RÐo™BX

iÅ̂zm,
ŒV6,´çA~̂zm,’k,™,ZzgâF»jZ!»Ý÷÷iÅ̂zm,óó~Š,X

Zc*x
29 ¬gsÔ‹tÔ±gZ]Zzgz;]



4- eg^
Òà]Úç…Ún6¸‰Šjo(Ò^a×o]æ…iŠ^aØÒ^Ó^…açi1an6

iÅßg] ¾zzÐ Zñg
yÆ»x»`  -1

Ší~Zñg  -2
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&6VÆç5]  -3

”VZzgyzZßVÆç5]  -4

YzèIç5]  -5

31 ¬gsÔ‹tÔ±gZ]Zzgz;]



5- eg^
¸Ò`^7an6[ V iŠ^aØÒ†Þ1æ]Ö1]Ê†]

HW\5Ô;V&7
)ZLaâFÌ¯(

âÎ

›×fäæ›^Öf^l

;ðÆ‚B:7,− ¯k~Âzz –

y6,!*‡°ÏÐ:7,− –

P*ö):™** –

gZ]ÃŠk,J-Kz~ZzgZÚ,M6,z‰ÜŸù™** –

Šz2VÆ‚Bpl-V™** –

ìç]inà

yÃ)±Zzg"F,KMǵ –

PÆZ0+g:gxZzg)¢zg~ZyZY] –

z‰Ü6,Zzgoƒ3**»g:™** –

Ú¡‡Úkµnä]Ê†]

Dz‰Ü6,:)
D£g~»x™Æ:Šb
D»xz‰Ü6,:Šb
DfóŠZg-VÐÄZ**ÔZzgÛZgZ(g™**
‰†Ò^…pÚ¡‡Únà]æ…]ÊŠ†]á

z‰Ü6,:) –

ZZ0+Zg~Æ‚Bz‰Ü:Šb –

ŠwZzgfZC»gz!*gÔiVZzg»g{âV6,ic*Š{z‰ÜŠb –

ÃVÃŠ!*™ǵZzgZkÆaâIVÆÃV»ZOg™** –
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Ò^…æe^…pu–†]l

»gz!*gÅoƒµ/È~:™**Ô),÷öy:¯** –

»gz!*g~DÆa‡âã»ggzZð:™** –

»gz!*g~ç@}:™**Ô{0+Zã),÷~Ñ•Æ –

ZßwZzg‡°}ð:™**
»gz!*g~z°}7g}:™** –

…aßÛ^ K ‰Û^qoÒ^…Òà

`Zzg#k»xÃZK³]Ôà]ZzgŠzª»fg=¯** –

ÜsZn6,M**Zzgì»»x:™** –

ˆ!*]9§bÐ:¯** –

ZU*PZzgz‚b»ßZEw™** –

5‡ÂVZzg©](,Jä„~z‰ÜÜs™** –

]Ân^ámà

ŠízV~ic*Š{z‰ÜÎ** –

¢zg]Ðic*Š{Î** –

ZLM\Ã),gvZzgŠgZg™™}.#ÖZÜkÆ»x:™** –

pŠI~Æ!*)̄Zzg’Bï NEE)',F,~ÆZˆk(Åzz –

ÐßÍVÐpZ(Z{ÆZ%Ã]Zzg×}™**
Â^Ý]Ê†]

z‰ÜÅZÌZzgŠgz7:Y' –

Z¶gZ]ÔKz~Ô™–ZzgŠvZñg‰EÙ@*ßVZzg(Ï –

ç5]6,îsW™**
!*]!*]6,ZKZ**Å{§±**Ô×** –

33 ¬gsÔ‹tÔ±gZ]Zzgz;]



™KIÆçA~M\Æ±gZ]
ë™KIÆçA~ZLM\Ãqgzfs±gZ]Ðt™äÅÃÒ

™DXzZãgìZK̈yZK!VÃt™äÆ!*zŠZLM\ÃQÌh6,
&ìXëZLM\ÃZkZ0+ZiÐt™äÅÃÒ™D:
÷÷»x™äÆaoƒ‚iz‚ây7ìX’k,~»xÂÀ˜Yg8-ÅgzÙðÐ

™DX÷}0*kÂ({gzÙð»̄åXZka»x7ƒeXóó
÷÷!-ö LE'~ÂYâgzVÅ§bèDZ#g¤.ÅEÙ@*w¶XZka»x
7ƒeXóó

÷÷»°Šk,Ð»x™g;ƒV'Z[MgZxÅ¢zg]ìXóó
÷÷¸]øÅ¢zg]ìÔZkÆ%»x7™YXóó
÷÷tÂ‹ÆMy~Z&éGOxZ[Zk‹~»xÅZ’Z»HÃZ+{!óó
÷÷7YYVYñqÑVZ[Â…èì÷÷:óó„~ƒÇXóó

ŠzgLÐzZu]XÐ™KIÐ¤/m,™äzZáf&õ OŠZgZÛZŠ»™ŠZg
‚tM@*ì:

Ší~áxÆZz‡]~Ze7-8¯y»Zq-x’k,™äÅ¢zg]7MðX
z{™r#Rc*¯eð&+DgìX7BXZ[z{xÍ™c*ŠŠZ“Æfg)Šzu}
gziÈMhX1ZrVäZ(7HXN*&4iï JFHÅö6,»g07,ZƒZåXgœ~ÅI™~
Ð»½ZVc*Zzgâ\Å$c*ËâûqÐ»g06,’k,HT»ZW,»½6,MŠHX
Šg|tf;-$ÔZˆkf%î OŠZg~Zzg™KIÐ¤/m,Å´#ÖìX

Zq-™r#ZL6*~vƒñXŠzu}gziðÎk,}Z¶gzZáä
ŠgzZi}6,Š.Š~:

÷÷M\Z¶gBÐXóó
Zy™r#äZ¶gzZáÐ7Y:÷÷M\Ãèù`ëgÆaM‰Xóó
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;™äZ[Šc*:÷÷M\Å!*?~À}vgì¸Xóó
Zy™r#ÃZkÆZkZˆkÅŠgƒðZzgZ¶g»ŸÑzqƒŠHXZ¶gzZÑtÌ
™YåM`Âª„Šyì÷÷Àóó7bBÐX66Mñ‚ƒñƒV
ÐXZ+ßg]~eìZ¶g»ŸËZzg;™ÐÑzqƒY@*Zzgz{;™Zq-ñµ
Ÿù™ŠêX

™KIÐ¤/m,ÅPßg'
øg}ŒVGZk™ŠZgÅ¶7ìpZ,™ŠZg¹ÁXXii0+Ï~
™KIÐ¤/m,ÅP'×h+ßg'Zzggzbt:
÷÷eì»xÆZi}ò:ƒVX1f)ŠZg~Š~ˆì®Z7gZ™1YñXÀ»
ZOgYV™zVÔM`„™ßVXóó

M`Â¹ÝƒZƒVX'MŠñ]J-t»x™ÆZh’™ßVÇXóó ÷÷
Zz{!M`ÂKz~6,÷~I»6,z¤/ZxìXZÌGg{4XQ0*õ4Æ ÷÷
Z3gXgZyäœV~tgLgL»xßVXóó

»xÆa‚iz‚ây7XŠBËZzgF,IÐÌt»xƒYìXóó ÷÷
M`Â‹»My~ŠyìXZ[t»xZk‹~Â7ƒ@*XáZ’ZÂ™BXóó ÷÷

:Zzg»‹Åz;]
ë™KIYV™DXøg}Z½¦'×Z`~™KIÅz;]ZzgÁÜÆ

Y,̂}Å¢zg]ìXfs~Zq-‹tHŠHìXXZágZ]ÐM\5Zy6,
(»¶KyÎŠ,X 9)

35 ¬gsÔ‹tÔ±gZ]Zzgz;]



i†qnv^lÒ1Ãç…ÒoÒÛo
øg}Àò»x‰z;]Å¯6,̄g~âÎÆƒYDXÆ!*)̄øg}

Zë»xOW,ƒDXZkÅzztìë~F,¶]³™ä»Åg7ìX

Þ^Ò^ÚoÒ^ìçÍ
™KIÅZq-¹(,~zz**»ò»psìXëŠzuzVÆ‚tÑq{ƒäÆ

psÐZLZëZñgÃN*sXZkÅVwZ+„ìË¤̈DätÎa1ƒ
ZÐ¢auÆZJy~«7ichìX'tpsz{ZJyÅZ+»g~7
™eÔ®Z«7ic7M$ËXíz{ZJy„:Š}XtpsÂ…n{™Š}ÇX
i0+ÏZq-x£¨ìT~™zhzVZÛZŠëÐ4Zzgë™zhzVZÛZŠÐ4
X£«ÐÛZgYVZ(g™,XZâẦP]ƒãecëZKtÃt™BX
»x[ÛŠÃIg·ŠŠ}Š,XQZÚj,Ìƒ**ecZK!V»Y,̂{BZzg
&6VÃ6,zZymJNX

]µß1e^…cÚn6]Â×oFi’ç…
ZL!*g}~¹Zd¦g‡ì™¢8Zzg»xZkÒpÐ–~™**z{ZkZd¦g
Æ_.7ìX

Æ×_nç7‰1Úfù†]‰Ûrãß^
ZLM\ÃÛ¸ÚZK̈y'Zzg!VÐÞZCk™**X%!VÆ»x
™ä»³xǵXZkßg]~M\ÃðÌ»x7™ÃÐX

ìçÒçÞ^+ˆm†‰Ûrãß^
ëCÙ»xpŠ™ÆtBë**¦/k,XZ#J-»xpŠ7™,ÐÔ»x7
ƒÇXt¦gßìX…ZLâZÛZŠÃ»g™**ƒÇXëZLZŠZgzVÆçA~
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ZŠZgzVZzgZL‚¹VÆHznXF,šM„tŒÛnZŠZ™Z$ËìX
]µß1¸µ†Òß9†æÙÞäaçÞ^]æ…Æ’ùäÒ†Þ^
“~î EOZzg**gZW»ZÖgäãaZ™@*ìXQëZˆk0+Z#ÖÆ!*)̄ÁZiÁZk

ŠyZzgZkÛŠÆa»x™äÐ¬bƒYDX

Ú_×çeä‘¡unjç7ÒoÒÛo
&6VÅ¶Ì™KIaZ™CìXZK&6VZzgZŠZg}Å¢zgc*]~

ÂZiyƒ**ecX
µ`nä]µß1›ç…µ†]mr^ÞäÒnrn1
Z#ëZXŠƒ[ìÂZkÐÃZ+{ZVØXZLîg6,(;/õ FXGÃ¯äÆaï
~z‰ÜÜs#ÖÙX»xƒ`ÔZ7gŠ#ÖÙÉ½7gÃZ+{ZVØX
ŠzuzVÅ!VÐ$³ZzgŠ!*]ÐÃZ+{ZVØX

‡Þ‚+o]æ…ÚçlÒ1ÚÃ^Ú×1Ún6‘vnxi’ç…Ò^ÞäaçÞ^
™KIÅ¹(,~zzT»ÅgƒYñÂëZk¬Š]»´`Ì™ÃÐÔz{

i0+ÏÆçA~Zv¬\ÅzV»ÅgìXz‰Ü„Ãi0+Ï'ZzgZkçA~
ps}.ZǵZzgMy]~Z[Š„»ZˆkǵGëÐøg}z‰Ü»Ôøg~
&6V»Ôøg}âwzŠzª»Ôøg}ZIzÈw»¢zgÎZwƒÇXZkZˆkÆ‚B

Š&ÀŸ/õ GGi0+ÏXM‚yƒYCìX
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´`Ô›ëÔZˆkZzgtg}

P›ë
HM\Æ‚BLZ(ƒZìM\äZq-»x™ä»LZgZŠ{HƒZƒZzgå
µ/È~Ì™àƒ1¿ŠgMæ~ðh~Ï@*íÅzzÐËZzgÛŠät»xM\Ð
¬™1ƒXíM\ZL£œqÝ:™nƒVZzgŠzu}ZÛZŠF,¹™‰ƒVX
ëZq-6,ze–»»gz!*gÑzqƒZÂZkÅZ’Z™äzZáËzzÐZL£t
u»g~ZŠZg}~gZ:™ZnXËZzg™r#äZyÅZk$zg~ÐÃZ+{ZV™ZL
**xz„"543ï FHGEHgZ™Z1ZzgZ-âÃyÃ‡âãâFŠ}Šc*XZÝâÃyäÑÄÃÒÅ
Zzgæ¾ÌÅ1Šú}ŠZg7âäZzgZÝâÃyÃZK6,ze–È™ã7,~XÍŠú}
ŠZgäÕH1ZÝâÃyÃZK»‹ÅwZBXgZcÂzVÆfg)(,~M‚ãÆ

1tÂ™KIåTÆ!*)̄ZÝâÃyÃZÚ(,Zvy',ŠZ“™**7,ZXë $Ë¶ ‚Bƒ
ZK»‹Zzg:c*N*%Å¬Š]Æ!*)̄i0+Ï~âàvyZVDÔŠz2VZzg
ípZƒVÐ©]yZ[™feÔZfZyÅ**gZWñwfeÔZOŠZzg³]Å
ŠïÔZI{0+ZyZzggºŠZgzVÆ‚BÚi¬]aZƒYDÔqŠU*]Zzg
‚;»DgƒYDÔZI{:Ã**gZn™ŠïZzgpŠZyÓxzZu]Æ!*)̄
Zq-“pgŠ{,0YDX
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ZÏ™KIÆ!*)̄ëi0+ÏÆ©àÐ©à»ñVÃXÆa¬xîg6,Üs
0*õ4»°ƒDX',ÎVN*sgTX³tƒ@*ì‰Zëç5]~Zy
gL»ñVÅY+$"ÂµÔ(,}vyÐŠzeg™ŠîìXtZq-|ì
ZK̈yZLM\Ã(,~M‚ãÆ‚Bt™©8ìZzgZ•ðZëZñgÐÛZgÆa
DÙZgzV·äˆl™©8ìX

—ÁÜXÆ!*)̄ëNZzg»IƒD
:Zzg»‹Zq-Fg~ìZzgZ•ðvyŠ{¹XZkÅz;]ÃZq-!*gQŠCÙZ
feXi0+Ï»·Z7³:ƒ**Zzg³ìÂÅg~Z0+ZiÐ:¢8Xi0+ÏÆ
!*g}~£œ»zZã:ƒ**ÔF,¶]»³:ƒ**ÔZëZzḡg~ZñgÆ!*g}~Åg
Å¶ÔZEyZzg»g™ŠÏÆ¦gÅ¶Ô**»ò»psÔZKfZ]»|Ð—¦gÔ
À˜%tÆÛ¤VÅ§b»x™ä»Î!gxÔZÛZŠZzǵßÍVÃ»xº!:
™**Zzg:„ZyÅF,šM™**ÔZzgqÑ]Zzg¢zgc*]Æ_.£/&6VÅ¶Zzg
üZgZŠ{X
t™KIÔZK̈ãi0+Ï~âœ~îg6,ÂvyŠ{ì„1Š+ÆçA~t™KI
‰Zz‡]ÎtÅuzŠJ-áY@*ìXúizVÆçA~™KIÂo¦VÅ´â]
~ÐZq-ìX

™KIZq-Z(%nìT»´`¡¦g™äÐ7ƒÇXÉtÑÆÜs
Zq-˜Šì™**ƒÇC

(,}ñf~ÃâgZÔÑZâg{Ã¤/âgZ

Y,̂{³
fgZZCY,̂{³âè~M\Hz‰ÜÜsÛ›zÛZº)ÆÔZzgqÑ]ÅŠg4
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ÆZOg~¦/ZgDgìXZq-z„¯ØM`M\HqÝ™**eT¸Zzg
Z[J-H¼qÝ™`XqÝ7™nZkÅ‡.ÞJwz;]‰c*¡ZK

Ñ6,4Ô:Ô»‹Zzgps}.ZÅ¶XÂQMØM`ëZLÑÃêÐ0*u™ä
ÅÃÒ™,XðhZJˆ[Â[™BZzgZLÑZzgf‚zŸÅw»]zZi]Zzg
ZkÆgD**]6,š/~ó{gOX

ÆÛÉÐÃgrƒYñÂec¼Šk, ð ZâxZ0i~òÛâD÷÷Z#È{
ZLŠwÃÃgr™}ZzgZLÑÐÑZ_ð™}Zzg¾:Z}Ñ!÷}0*kuât
Üsi0+ÏìXZ¤/÷Ztuât+ƒŠHÂˆg]Zzgo«Ðâ-ÏƒYñÏXtZq-*
ŠyìT~Zvä=úŠ~ìZzg÷~ñ]Ã̧y™Æí6,ZˆyHìXZ¤/
z{=Š*ÐZV©8Â~Õ™@*i0+ÏÅ¼úZzg«™Š}@*~Ãð(¿

™ßVXÂZ}Ñ!™̧Â¯]ƒ[ìZzgQNzZ:HŠHìXZkŠyÃŸù
™äÐ$YZzgYyáŠygZ]~aä]Zzg-V™áÈ}Æ
aCÙgziaäZÓgc*V·gŠg·gg¿Xª#ÖÆŠytZÓgc*VÅàYNÏZzg
ZvCÙ]~¾ðƒð>VÃŠAÇXZ¤/t>VÆâgÐ½~ƒVÏÂZÐZâpÙ
ƒÏZ¤/z{Šzi¥V6,„ÅYñÂªZãÅzzÐZyÃMvÅ1»Zˆk:
gìXZ¤/$+¬Ðßg‹qwŠzu~ƒðªÃð¿>VÅOñ',ZÇV~ª
g;ÔÂâgÅ(Z0+ƒZƒÇZzg3“ÇZzgz{‚T~ZkäZvÅ**ÛâãÅƒÏÔ
ZÐ±Z[Z@Ðhg™Š}ÇXZÐZâ<ÍZ?ØZzgfªCkƒÏZ¤/z{Óx‚V
6,„™Š~YñÂZyÅ?egƒYNX

"¿ßÍVÆaZq-ZzgZ:ÅÑYñÇ{àƒÇX:Zk~ÃðpÙÅ!*]
ƒÏÔ:aÅXtz{‚ƒÇT~tßvÎñgì¸)ªz‰ÜŸù™gì¸(X
Zy~ÐCÙ¿ZkÆ{àƒä6,Z\k™}ÇZzgZÐZ(™ÄƒÇ6ZkMŠòÃ

¹‚o«qÝ™ä6,‡ŠgåpñµŸù™ÆZkÐøzxƒŠHX
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CÙZK̈yÃec�ZLÑÐ¾:÷÷M`ÆŠyÃÒ™ÆCÙZÓg~Ã(Zqw
Ð½ÔZq-ÃÌ{à:ghXZ(:ƒ�¾}‘Ò54èGGEÆŠgY]ŸùƒYNZzgŠzu}

ZyÃqÝ™BXóó

”ZŠ0ZzkgèZvÅÐgzZe$ì�gÎwZv-ZvmzÅä�Ûâc*:÷÷=q

z{ì�ZLÑÃZL@*,gÇZzgñ]Æˆ»xMäzZá¿™}ÔZzg¬bz{ì
�ZLÑÅpZ÷]ÆúµYñZzgZvÐ>ðÅQygÇXóó

|]/ñä�Ûâc*:÷÷ª#Ö»ˆ[ƒäÐ¬ZLÑ»õ'™zZzgZqw»
ziyƒäÐ¬ZyÃÂßZzg(,~'Æa»g~™zXÎg>ZÄCó‘~ìZkŠy?

7KYîÐ?ÐÃðq—:gìÏX)u`ZØœ+(X

Y,̂{ZzgpŠZï!

‰ç]Öß^Úä

ZŒ,]6,Šb‰eĝ~PÎZÑ]Šg`�XZyÆ�Z!*]ÆÃð�

7�1ZyÆ�Z!*]pŠM\ÅgÉð™,Ð�M\Æ)bH�XŠg|

ZyÎZÑ]Æ�Z[„:Zzg»‹Æ%n6,ªúìX
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6- eg^

q^ñˆå]æ…ìç�]ujŠ^eo

�Z[ ÎZw Ñg

~Á»ñV~̂zsƒVX~=u}Ð̂zsƒäZzgz‰ÜŠ¶Å

¢zg]„7¶?

1

~z{ÃyÐ»x™g;&™g„ƒV�íÐ4Šzu}Z�ÛZŠ™D�? 2

H~ZL»ñVZzgç5]Å9F,¶]Hg™g;&™g„ƒV? 3

Zkz‰Ü÷}z‰Ü»9^sZzg4+ZEwHì? 4

=ZCz‰Ü¹VÜs™**ec? 5

÷}ZëZzg(,}(,}ÍZz‡]H�? 6

ZLZz‡]ÐÃZ+{ùZVY&$ËƒV? 7

÷}Nzw~ì? b HM`ÆŠyÆ©Ñ]Z�xŠ 8
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H÷}0*kgziÆ™äÆ»xZzgZyÅF,¶]’k,Uñ�Š�? 9

™CƒV? & H÷}0*keZ],~ìZzgZk~gziÅµ/È~Zzg»g™ŠÏ’k,™@* 10

H~Zy»ñVÃF,u™@*&™CƒVÔN*m&N*rƒV�=I7�? 11

H~ÂzJäzZà!*ÂVZzg)¢zg~»çVÆ!*)̄ß

ƒY@*&ƒYCƒV?

12

Hßv=ZOg™ZD�Zzg~ÌßÍVÃZOg™Z@*&™ZCƒV? 13

Hz‰ÜÆ©Ñ]Zzgç5]Æ!*)̄÷~�YZzgywi0+Ï

MW,ƒCì?

14

H~ZKfZ]Å4~ZzgF,¹Æaoƒz‰Üïm&ïrƒV? 15
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µ`×oÊ`†‰k
M\ZKfZ]Æ‚B›ZzgŠz4ZzgZL;Æ‚BZZ0+Zg~Æ‚BZq-
z„Â¯ØT~qgzfsZñgÆ!*g}~M\Å»‹Zzg:Å¬Š'Zzg
ßg'Šg`ƒV:

£tZmŠ Åcz~ å Zv¬\Zzg<LgÎw
ZKgÎªZI{:Ôç~a My]Å»g~
Šz„Zx[Zzg»gz!*g~ÔŠí~‚¶ zZ−+ÔgºŠZgZzg7,zÏ
ŠíZzg»gz!*g~Zñg ywZñg
ZCP* âàZñg

ZKfZ]
Z[ZKZ&bÅÃÒÙX1',tgëg~Zzgê4Î™7ÔZKËZzg'×Z`

Zzg¬ŠZ]Ã‚tgnpƒñ™äÆ»x’k,ÙXM×M×ZzggLgL%Zi

~p~ÑØX

æ‰†pÊ`†‰k
ZkÆ´z{¡ZKF,šMÆaZq-Zzgz„¯ØXÕîVÔZgZŠzVZzgZk6,
¿cZƒ**Zzg}ò6,ZÖg™**i0+Ï»Zq-¹(,Z^sìXðh~Šk,Æa¦g

¯N ™BM\ÃŠk‚wJ-i0+ÏïYñÂQM\H™,ÐXGz„
~™äÅÃÒ™, ',ÎV ÐXCÙ‚wÆaZq-»Ý¯™ð™,tZñgZy
¯BÐX ÐXQyìM\kÔ‚JZñgÅz„(,~M‚ãÆ‚B

inŠ†pÊ`†‰k
Z[ZkÎaÅ§sMØË:¥xzzÐM`»ŠyM\Åi0+Ï»My~Šy

z{z„¯Ø=HH»x™äX Z[ ìX ~¦/Zgã ìZzgM`ÅgZ]G

M`7ÂL7 44



zZ§ i Zq-$Wñ — wVÅ:Ôœ-VÅwZ
Zq-Z´!/õG6,Š\KT~ZkpZé»ZÖgå ä YÃiZggzk 1881 âga 12

Š2g~§¯Ó#ÖÆa̧òZÔ»Z°kÔHYñXZkÆŠzu}ŠyÔZ#
ZkZ´!/õG»u»g~Z´yÌ7ƒ0*c*åÔiZggzkÃO™Šc*ŠHX

eð&+@*Ô¾~À~g{ŠH Y„ ~
øg}ÄZx[ZzggºŠZgFg~Åqª~Zõ7w~ik,´`ƒDZzg
ëÈŠ]ÆaN*wâw™äÆ!*)̄ZyÅíe$Šgc*Ä7™MhXZkÆ´z{
i0+Ï~Ä„»xZ,ëÎaZzgµ/È~ÅuJ-å™`ƒD1¿

ÆçA~ëÀ»ZOg™gìƒDXXgZ'Z+ƒCZ#ëË»xÃ
™äÐ¬tð™D'ðh~Šk,MgZx™BÔZkÆˆ»x™,Ð1Zk
MgZx~ðƒYCìZzgÄŠyZ,ëëáx¢yV™t»x™B

Ð1Îg`¾z[ƒY@*ìZzgz{áxgZ]~ZzggZ]H~eRYCìX
'ZkZOgÆÎg`Òi0+ÏÅYîVrgSìZzgZKZk¬Š]Æ!*)̄
‚;ZzgZåV~2gTX

ëi0+ÏÆZÒç5]~»‹»o]ŠïXÇZã~”w½ÔZJy
Å»g~ZzgP*Åµ/È~~ÔMÐ^™{ÃJw™äÆçA~ÔQ
yZy¿~ZLCÙZzg»g™ŠÏÆZÖgÆçA~XZK̈ãç5]~ÔZL
_.!*]ZzgZˆ‚]ÆZÖgÆçA~Ô¾nù¦îg6,7g~i0+Ï~™KI»Dg
gTXëeìËcÐ0ƒVÔøgZZCºm™KIƒÇX–wM>C

MñÌßvÔÆÌÔQJ™Ì^Šb
~Y„eð&+@*¾~À~g{ŠH

Å ™KIÅttMy~/~M\ÃZˆkŠÑñÏ
wVätÅÔœ-VäwZ0*ð
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iÏ^e×oq^ñˆå
¢Y#/õ EGtŠzâV)Šzu~ZzgŠ~(zZñZiäÆ‡.Þ„7ƒVÏXZq-

ªpZ÷]Ð½~ƒðƒÏZzgŠzu~z„ñ]Å»g~ÐXH Zï z„îw
M\ÆaeìZyŠzâVz2V~ÂZiy',ŒÛZggnpƒñÃðZ+z„

? ¯NT~M\Š*ZzgMy]ŠzâVÅ4~»‚ây»g™Ã

]mÔu‚m&Ò^Ú_^ÖÃä
ZkY,̂{ÆˆZ[Zkug$6,̈gÙ:

gÎwZv-ZvmzÅäZgáŠ ÒyH |]Y',ñÐgzZe$ìÔZrVä
Ûâc*X~ZKZ#Ö6,XšîVÆMäÐeg@*ƒVZy~ƒÐic*Š{egÅqðò
ZzgîwZïìX)ðòÐ%ZŠìŠ+zè<ØÆ!*g}~ZLÑÆgD**]Zzg

~DMgiƒVÅŠw } tìŠe~i0+ÏÆ!*g Zï ìÑ]Åcz~ÅYñZzgîw
~6,zglÅYñ(XgÎwZv-ZvmzÅäZyŠzFg-VÃ¹ic*Š{ps**u
ec*ZzgMÐZkÅzzZgáŠÛâððòÂMŠòÃJwhÐâúƒCì)ªZL^ã
gD**]ZzgìÑ]Åcz~™äzZÑJwhZzgZnq@Ze$ÐøzxgLì(Zzgîw

)ªDMgizîV~Šw»úY**(My]Ã>ŠêìZzgZkÅ„ZzgZkÆa Zï
»g~Ð¸…™ŠêìX)ZkÆˆM\-ZvmzÅäZgáŠÛâc*(tŠ*Šx/Šx¬
Yg„ìÔ¦/gg„ì)}Zk»IZîZzg£x7(ZzgMy])ZŠOÐ(^7,~ìÔ
¬Mg„ìZzgZyŠzâVÆa)ªZK̈âV~¼z{Š*ÐZ+zZÕ
gnpÜzZÕ”VÃZKâVÐƒCìZzg¼z{XÅZ+„zZÕZzggÉ
OñŠ*ÆMy]Ðì('Z}ßÍ!Z¤/?™jÂZ(™zŠ*Ð6zZáZkÆ

)ÉZkŠ*ÃŠZgZÅ™)ÿõ(?Zkz‰ÜŠZgZÅ™)ÿ~ƒ)ŒVÜsœZzg¾ð ´ a:
?)ŒVÐÃa™Æ(ŠZgZÆHy] ZzgÀ ™ãì(ZzgŒVˆ[ZzgbZzwZ7ì
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»ˆ[ƒÇZzgCÙ¿ZLK Zqw ~îzZáƒZzgz;VÃð¿:ƒÇ)ÉŒVÆ
»$+!0*ñÇX)XçgsZg$(

Ê–çÙ]æ…ŸmÃßo(ÖÇçe^iç7]æ…Ò^Úç7‰1æ……an1
½ŠêìëpŠÃ‰wZzgÑª!*ÂVZzg'1]ÐXNXZv t øgZŠ+

Ðeg,Zv»psZzg¾òÔÕ»u*ìXñ]Ãc*ŠgOz„My]Æ^
P¦/ó»ÀZX Ô ÅZ’ZìXi0+ÏÐHáYNÐ

CÙ¿°xÐ@²c*Vá™
à~yh+ZgóM@*ì

ÅDX'¸ZkŠ* 6 Åah~Zzg 2 ƒÏX X Zzgñ]Æˆøg~MgZxÇ{
àì? ™ Åc*ŠXZÝZ[ÂMy]~ŠbìXHëäZkÅ»g~

Î†Þo]uÓ^Ú^l
Zv¬\ägÎw-ZvmzÅÐZgáŠÛâc*:
÷÷ZzgM\÷}ÈzVÐÛâŠØz{Z+!*]¹™,4ƒ)Zk~ËÅ

ŠwMiZŠ~:ƒCƒ(YV-yŠwMiZg!*]ÅzzÐM:~±ZŠêìXzZª
-yZK̈y»îŠÔìXóó)µZuZL(
÷÷Zv¬\äZZyzZßVÅZq-ÚtZgáŠÛâðz{ßv"»gÔÑª!*ÂV
ÐZ²Zn™DóóX)ñëy(
÷÷z{ƒŠ{!*ÂV~áï7ƒDZzgZ¤/Z·CƒŠ{<VÆ0*kÐ¦/g,Â
¤ÏZzgÑZÄÆ‚B¦/gYDóóX)Û‡y(
÷÷ZzgZ#ÃðƒŠ{!*]FgÂZkÐì¢feóóX)ˆ(

]u^m&Þfçp‘×o]Ö×äÂ×näæ‰×Ü
MŠòÆZsxÅp!Zzg¾wtìz{‰w»ñVZzgƒŠ{!*ÂVÃghŠ}X)F,è~(  —
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|]qg_0÷xgèZvÅŠ}gzZe$ì�ZrVägÎwZv-ZvmzÅ  —

Ð²nH=ÃðZ+qCØ&¢ïÐñ}gƒVXM\)-ZvmzÅ(ä
ZKi!*yIguÅ§sZ�ág{™Æ�Ûâc*X÷÷ZkÃZL‡1~gÅóó)dZã(

|]ŒgõZv�ÛâD��…tug$âì�gÎwZv-ZvmzÅä  —

Zg�áŠ�Ûâc*XZv¬\ZkÈ}6,g3�ÛâN�Zh!*]™}ZzgŠ*zMy]~Zk»ÃZ+{

ZVñc*{ñlgìZzgi!*yÅ»ØVÐ$YñX)�(

|]4{0%gèZvÅ�ÛâD��~äÑ™*-ZvmzÅÃZg�áŠ�ÛâD  —

ƒñ‹XLZv¬\ävg}a&qzVÃ**I�Ûâc*ìXZq-"ÃZ+{SŠOQŠOÅ

!*'™**ÔŠzu}âwÃŸù™**ÔŠ}ic*Š{ÎZÑ]™**Xó)gg~(

|]Z1Zâ)gèZvÅgzZe$™D��gÎwZv-ZvmzÅäZg�áŠ�Ûâc*X  —

ñð~aZ›îg6,‚g~Ïƒ$Ë�)pZ{ZhƒVc*',~(Z%ì-$ZzgÑ^

Å)',~(¬Š]7ƒ$ËX)µZ£(

|]Z1CÙk,{gèZvÅgzZe$™D��ÑZ™x-ZvmzÅäZg�áŠ�Ûâc*X  —

MŠòÆkH{ÇgƒäÆa¸»°ì�z{CÙ”‹ð!*]Ã%ïÆÒy™}X

)Z1ŠZîŠ(

ZLM`Ã¦/À̧Ð4¯Ø

Zk!*]ÅÃÒÙ�M\»M`ZYÔpÎZgZzg¦/À̧Ð4ƒZzgM\ÅF,šM

ÌZkZ0+ZiÐƒ�CÙMäzZÑœ¦/¸xÐ4ƒZzgCÙMäzZÑŠy¦/¸ŠyÐ

4ƒX

ÑZ™x-ZvmzÅä�Ûâc*:
Úà]ÖjçpmçÚ^åÊãçÚÇfçá

{¿n{ƒŠHTÆŠzŠy»g™ŠÏÆÒpÐZq-‰gìX Â
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zV Š~À Zk~ X Æfg)ZŒÔ6,Œc*ŠHì Zs¤/ Zkug$ÃZq-
|zV Z Æfg)»g™ŠÏÃ¦gZCŠØ‰² (vertical line)

ÃZq-‹Åæ]ÅÑí¯c*ŠHìXQŠzèoÆfg)#b (horizontal Line)

: !*]ÃZk§b¹ì Zzgn„Å´â]ÃªCÙHŠHìXZôm,~~ËäZk
If you are as good as you were yesterday,
you will not be good for tomorrow.

Z}ßÍ
Z•ðÃÒÆ‚B¼AÆwø´
ZzgZKÃÒ½3ÐvÅ„™z
Yè

¼AZ+qìT»ezZÑÎ7Y
ZzgMvZ+qìTÐ¸uzZÑÎ7Y

)ug$(
¿eg@*ìz{ÑzqgZ]~^ŠêìXz{¬sÆ‚BZK2w6,VY@*
ìXc*ŠgÅXZv»ÎŠZl7ìX¹µZzgËìXc*ŠgÅZv»ÎŠZ¼AìX

)ug$XF,è~(

ÞÃÛjç7ÒçÆßnÛk‰Ûrãn1
ÑZ™x-ZvmzÅäÛâc*÷÷0*õÃ0*õÐ¬ÔõXñ]Ð¬i0+ÏÃÔ   —

Fg~Ð¬Hg4ÃÔ'qÐ¬ÛZº)Å{~ÃÔ(,J9Ð¬ZãÃZzg
LÐ¬â−Zg~ÃX
ZâxF,è~òäÂ[Z²@~Ñ™*-ZvmzÅ»ZgáŠÜHìM\åäÛâc*X   —

÷÷Šz?Z+XÆ!*g}~¹ÐßvŠðÆ»DgXZq-¡Zzg
Šzu~ÛZº)óóX
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Ò^…Ò†+oÞ^µß1Ò^+†]Í
TÆŠzŠy»g™ŠÏÆÒpÐZq-‰gìX z{¿ n{ƒŠH
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Z½öy:̂zm,

Zï[ Zzg ðzáxÔö)
ðzáxPÏ]ïaT~ZKi0+ÏÆ!*g}~Î8/õ FGZzgZK"3ïEGOG»Y,̂{

³Xu`ZØœ+~´)Z0i~ò’k,™D|](òÔZ1ZŸâg~òÆ0*k
‰Xz{!*Ç‚ÁÆ¸X(òäZyÐ7Y:÷÷M\ät%ZKZzgjy¾Ð5
ì?óó¹÷÷ZK&ÐöEOÐ5ìXZ#z{Dg»ZgZŠ{™CÂZLM\ÃZk§b‚Á™g
Zk»Zq-!*wÌw•7™@*Xóó'ðzáx~PÏ]ïw™f6zKãîg6,
ZLM\Ã%Ãi™³XZkn»Y,̂{GÆƒÇXZL™KIÃM×M×»ÙX

Zq-çz{Æñµ6,—gZ™x-ZvmzÅô/™ZxÐMÐÆ¸Zzg!-öHO6,ZK
Z¶IguÐ¼,égì¸Xug$ŠÃqÆ'ÔÆZº{VÆ_.
Šg|tmöy»gƒg;åXi0+ÏÆCÙçA~¬ÐÎOZzgZkÅµ/È~

™**:ÜsÕ»zÉ<Lt~åìXëZq-ñf~%nZzgvyŠ{¬Š]ÐZK
,Ã0*u™**e{gìÔG…ZkÆaµ/È~™ãƒÏX

Zôm,~~ë
"If you fail to plan, you are planing to fail."

µ/È~ÆjZáÐPZágZ]t:
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ZL»ñVÅoƒµ/È~ÙX
³ÙZzgZ7qÝ™äÅÃÒÙX (goals) -ðZzgßzZg£œ

×ÁŠb z‰Ü Æ‚Bz‰ÜÎäÐn»x™äÆa ;ð µ/È~6,ÂzZzg
7,@*ìX
ÎÌẑ5]ƒVÔZL™äÆ»ñVÅz„¢zg¯³X
gziZ:Æ»ñV»Zq-ozw¯ØZzgZk~F,¶]³ÙX

Ì¯ØX (Action List) ZyF,Á»ñVÃ™äÆaZ½¨
»xM\7™Mhc*z{ZÛZŠM\Æ£œÆ”w~qbƒDc*z{ZÛZŠ

Zy»ñVZzgZÛZŠÐá-Æ‚B Ô ËzzÐM\Æ»ñVÃMW,™gì
mg]™äÅÃÒÙX

zZãÑZzg”V~„
ÌÑqÝ™**eTÔz{zZãƒ1ZkÆZgLgL8zõ O™BX
‰”ÆŠyÆaM\äðHöZzgZÓg-VÅÌð™ãìXt»xŠzP
Æ3äÐZq-‚¬»ƒ**ìXÂ¬M\Z0+Zi{ÙH»xìÔöZzgZÓgc*V
ŠzâVZµZµâÎÆ»xXZ0+Zi{ÎØÄ]Šg»gXQöÆ»½Z]
Åù„™ãìXÛnÙegZ”V~XZkÆˆÌð™ãìỒZ¿ŠzZ
r0ìZzg»½Z]Ã́ÃV~Î**ìXZÏZ0+ZiÐZÓg-VÅÌð»»xìX
¬ÂZkÅF,KMf‚~gÚXZkÆˆÀzVÅ5F,KMZzgÃåZzg6,ZäÀzV

ZÓg~Ð‚âyïÜÔ¤/Š™s™**ÔŠzZN — Ãï%Æ!*g}Î8/õ FGXQ»xÅ„
»ñV~yÆZÛZŠZzg”V knÆ Z r)ÔÀ}ZµZµ™**ZzgF,KMÐǵX

Ð½7g¬zyÌM\qÝ™MhX
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ÂZiyÔÂZF,zö
»xÌ™,ÔZk~ÂZiyÔÂZF,Zzgö¢zg',ŒÛZggÚXËgKÏ»x!Æ

¿ÐMÐòYñÇXgzi» Ú ŷÍlÅ§bt#ÖƒYØzg:ÃZZL
»xÂZiyZzgZŠZwÆ‚BÙX

|I~
ZLqÑ]~|I&4/õ EEGX»x!»Zˆk¢zggÚZzg»x!Æ¦gÃÌ

zZãgÚXŠ*¹„ic*Š{¦™äÅ:Â„ÙZzg:„ÃÒXøD¢zg]Z¤/ï
Y@*ìZzgZk~wÅñªÆaYƒYCìÂ4ìXŠ*ÆçA~
ZLÐ²ZÛZŠÃŠ&ÀŸ/õ GGXŠ+ÔDZzgûÆçA~ZLÐ4ZÛZŠÃŠ&ÀŸ/õ GGXŠ*Æ
ÑÓÃÁÙXZLZz6,ZâÕVZzgfóŠZg-VÆ1úÃ#Ö(,JØX

zZu]cZ`Z#å~ìM\åäZq-¿ÃŠ¬Ç-V»V¦™Æ
ZVäÅÃÒ™@*ìZzgZ#z{7ZÞÂZk~¼ZzgÇc*V(,J©8ìX7Y:tÃy
ZÛì?óó¹ŠH:÷÷tz{¿ìT6,ZâÕVZzgfóŠZg-V»ZÚ1úåZV:Yå

1tZyÃÁ™äÆOñZzgic*Š{f%î OŠZg-V»!*gZLZz6,ÑŠ}`Y@*åXóó
gâCÙZOx]Ôðeg™Å?m,ìZL»ñVZzgç5]Åz„ÁÙX
|Ì¸ìßvZKR**Å)¢zg~úÆaZK6.ï XOGZzģ]Ðic*Š{1ú

QVfeZzg**»ò»DgƒYDXÎgï•{ÅMy~Me$~ZLZz6,«QáVÅ
§b1ú:eZ%Å™¬ÅˆìX

RŠðg}»xZzgF,¶]
ZL)å»ñVZzgZgZŠzVÅz„»gÙZzgQF,¶]³ÙÔ™äÆ
»xZzg:™ä»»xXpŠêÙtZzgt»x7™äX
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ei+Ñí
CÙ»xÆaæ]ÅuzŠ¥ÙXz{»x0*tŠJ-)¹„ÂìT

ÆaM\äN*g¡Zzgei+ÑíHg7ÅX»xÅ¢zg]ÆÒpÐŠ&ÀŸ/õ GGHz‰Ü
Šg»gìXM\¢Ù»xZzg’k,ëZJyÆ&]~™feX¬xŠâV~
&ŠâV~Ì7™MhXZkÅzztìZJy~ëäZLaN*g¡ZzguzŠ
³ÅƒðƒCZzgZkuZzgŠ!*îÆ!*)̄ZÚic*Š{»xƒY@*ìX
®Z¢zg~ì»xÐ¬ÑZzg2w»ç™BZzgQZk»xÃ™äÅuzŠZzg

z‰ÜÌ³™BXZ¤/M\ät7HÂM\»»xL»7ƒÇXM\ÃtZˆkƒ**
ec»xÅZK¡]ìZzgz{½z‰Ü~HYYìXA½z‰ÜM\ZÐÛZë
™,ÐZÚ„z{@lYñÇXfsÆeĝÐM\ÃZk!*]ÅZÌ»Z0+Zi{ƒnÇX

1̂

Zq-„»x™äÆaM\ÎuzŠ³™,ÐZzgŠ!*îeZBÐZk~z{ƒYìX
ZK,Ô»©w¯ØgziZ:&Zë»x™äÔÉgziZ:Åz„Æ&

Zë»ñVÃM\F,ÁŠ}Š,ZzgZ7CÙßg]~™äÅÃÒ™,XQgziZ:Zq-n
Zzg>ð™äÅ¢zg]ÃÒÙXËZ̈KyÆ»xMYØÔË»Šwpl™ŠØX

F,¶]ÔZñgÅ„Zzgº!Zñg
ëZLÛÉÐÇ{',M7ƒMhZ#J-ZLŠíÆ‚¹VZzgâZÛZŠ

Ã»g:™BXZK,~̀P]aZÙXŠzuzVÃ»xº!ÙZzgZ72Ø1

No Limit

»x

z‰Ü
D C B A

ÑözŠ Zq-ß Zq-Šy ] 3
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NzwZL;B~gÚXŠí~Zzg»gz!*g~XXßÍV~:z»‹ƒÔZÐŠzg
™äÅÃÒÙ4§jÐÔ¡%ZA$Zzg•çEO]ÑÃÅpgnpƒñXZkçA
~WÙXZK,~ZÛZŠÆ‚Bï™»x™äÅ&¢AaZÙX

ZñgÅ„Zzgº!Æe~ƒÐ¬ZL»ñVÅz„¯ØXtÀ˜
"F,KMÏz„¶ÏXZ¤/ZkÃÃð̂ŠbeÂZkZ0+ZiÅ¶ÏX

Ðn¶ÏÔ1̂Z+ƒÏX Zz6, zZãgìM\Åz„Â

Vw M\Æa
o o o

o o o
o o
o o o

o o o
o o
o o

o o o

Šzu}%µ~M\ZkF,KMÃ$+wŠ,X
Vw M\Æa

ooooooooo
ooooooooo
ooooooooo
ooooooooo
ooooooooo

M\Æw
Ð0

z{»xŠzuzV
ÃŠbYMh



M\Æ
ÛZø

M\6,
zZ‚]
ZzgZŠœV

2̂

3̂
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Z[ZÏegÃ̂Zq-ZzĝŠ}Š,ZzgZÐZëZzgZgúÆeg^~ps™Š,X

(Importnat) Zë (Not Important) )Zë

XZñgZëÌZzḡg~îg6,™äz{M\ÅZÍAF,ßƒVÐX A

B Xtz{Zñg×ÁZë1M\6,ÎZgƒYDXtF,KMÆÒpÐ B/C

ƒYDXZyZñgÃäÆaM\Zy&6VÃ(,JNM\Æa
¢zg~X
XZñgZë1M\Æu6,ÎZg7z{M\ÅŠzu~F,ßƒDX1 C/B

~MYDXZyZñg~M\ÅfZ]ÅF,¹Zzg»x!Ô{0+Zã C F,d$ÆÒpÐ
©]Zzg#bz‹ŠáïX
Xtz{Zñg:ÂZëZzg:„¯g~XZÐM\:™,ÉM\º!™Š,X D

ÝNX̧'Zzg&&ic*Š{Zë #Ö zZãgìÀò»ñV~ZLM\Ã
»ñV~ZEwƒãeÂXZ[ZÏ»xÃZŒÔ6,ŠØ‰ÃgxÃ%æFN™Æ™äÅ
ÃÒ™,X

B/C

D

A

C/B

¯g~
(Urgent)

)̄g~
(Not Urgent)

4̂
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M`7ÂL7 í56ê

SWOT AND PRIORITY BASED PLANNER

S   Strength O Opportunity Ranking (High-Low) Date : _____________

W Weaknesses T   Threats Importance 5, 4, 3, 2, 1 Urgency 5, 4, 3, 2, 1 Priority a, b, c, d, e

S. No. To Do-Description of Work S W O T Importance Urgency Priority
Action Plan

Make phtocopies of this chart. Fill this form every week. Just note down what you want to do and then fill the remaing coloumns. Review your progress

By When



Z³:gztpsÙ
Zq-ÛŠÅ¬Š]ƒCìz{»xÃN*mgLìZzgfóŠZg-VÐÛZgÅgZ{Z(g™äÅ

ÃÒ™@*ìXÛ̧ŠZ¤/ZLgzbÃps™áZzgZKÎaÃµ¯áÂz{4+
Z0+ZiÐ»x™YìX

8- eg^
]ÖÌ!‰ç5Òoif‚m×o

µÎaZzgZÖp)}òMzǵâ]( tÎaZzgZÖp)»‹Å´â](
tÂ÷}»x»zìX'ZÐZkZ0+Zi  -1

ÐZzgZkz‰Ü™BÐX
Zz{X=Ât»x™**ìÔ™**7,}Ç)áh+  -1

÷~pZé71÷~6g~ì(
=Zk»xÃ¢~Ñzq™Šbec@*  -2

My~MgZxïYñXYV:ZÐM`Ð
Ñzq™Šc*YñX

Zz{!=Ât»x»™**ìX)»xÃc*7,Jð  -2

Ã¤'(

ÎŠg|#ÎäXM`Zq-ÎBXQÂ  -3

(Z°ZŠg{YN 99 (Å(Šz) 100 &)
ÐXZÏZ0+ZiÐªŠxZVNZzgMÐ
(,_gÐX

tÂ¹(,Z6,zB»xìX:¥x“  -3

»ƒÇX™Mhc*7?

æZiZzgZŒ§iÐ»xeìz{  -4

™zVÇXÃÒ÷~§sÐÔZÓxZvÅ
§sÐXz{',•Š¶zZÑìX

ƒ**ec (Perfect) ÷Z»xZdZzgå  -4

ZzgZk~ÃðtZzgÚ7ƒ**ecÔ:„
Zk6»xÃðZzg™n

i0+Ï~MgZxzgZs#ZzgöÃŠZzgŠzuzV  -5

Æ£tÅZŠZ5Æaz‰ÜÂïÜ„ƒÇX
i0+ÏÔ£tZmŠ»ˆ[ÂŠbìX

÷}0*kMgZxÔ̧ôZzgöÃŠZzg£t  -5

ÅZŠZ5Æaz‰Ü7ìX

57 Z½öy:̂zm,



[:Šv̂zm,
„CÙŠ*¹ÂìÔM\ÃÝŠ¶zZàZzgM\~Zˆk²~aZ™äzZàìX

XÃð»x™**ìÂ Ø 1M\ZL(£œÆ”wÆaZKtÎaÃF,u™Š
ZkÆ!*g}~å»g~™DƒñMÐ(,ÛX0*ãZCgZ3pŠ̂l™@*ìX
ZK̈yÆŸ~×ic*Š{0*ãìXñµ0*ØZzggZ3ˆlKX

»x™äZyÆgLgLZbZY6,ÌÂzŠØÔƒZq-‚B™äÅ
pZé#ÖgÚX
ZLM\Ãåc*ŠŠÑDgc:Zzg»‹Ôn„Zzg**»òÅ§sáYCìZzg!*zŠ
ttøg~,»z0̂ìÔ…ZkFg~c*¬Š]ÐÖgZqÝ™**ìX

\ÃðÆz‰ÜZkZ0+ZiÐ»g™,M\Zq-¸W,ÔÚÔ M À˜ÃÒÙZL
±ZzgÆÛŠZzgM\ZL£œqÝ™äzZáÛŠX
XqzVZzg¬ŠZ]»–gZá™M\:™DZyÐM\ZKfZ]Ãtg}
Š}™ÖgZqÝ™äÅÃÒÙX

ZõÆ‚,̂Æ»geigOZzg™äÆ»ñV~ 3<5 ^,-ÔeZ],~c* ZL0*kâ
f‚ÅOñ̄Zzg»½ÆjZá™Š,ZzgQZ7™äÅÃÒ™,X
ZL‡.ÞZOŠZzgŠÄõÆÑq-Šz2V»¤/z\¯ØZzgï™ZL£œqÝ

ZÐZŠ~_·7™MhÂQZq-c*P W\ ™äÅÃÒÙXg¤̈DZ¤/
Šz2VÆ‚Bï™¤/z\ZS~»6,z¤/Zx¯NXZkÆfg)W\6gU_·

™BÐZzgZkZ0+ZiÐŠzu}»xÌƒDYNÐX
Ã »x k »xW\¬Šm™feZzgW\Æ©w~áïÔZy»ñVÆ‚BZ

N™Š,c*Ñº¯Š,T~W\™KI™DX‰áxÅzZuÐ¬Šk
4Æat»x™ßVÇX
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ZL™äÆ»ñVÅz„ZL‚tgÚXc*ŠŠ;ã»§izäÙXW\Æ
W\Ã»x ZEwÙ (screen saver) 0*kZ¤/ÛR,ìÂZknÆZh+±g

™ä6,Z¸g,Zzg:Zzg»‹ÐŠzg™gX
X»ñVÆ!*g}~W\:™DZ7™äÆagziZ:¼:¼ÃÒ
™Æ»xÙX

¦gZCZzgiîg6,W\ÅWÒ{i0+ÏW‚yZzgpÎZgƒX @* Â»ñVÃ™,
ZLW\Ãps™äÅÃÒÙZzgZkÆaZLW\Ãz‰ÜÌŠØX¬Š'

6,ZKfZ]~pÙÌCkÙX y psƒg„Z

âjwÃ‚iÇg¯
ZLZgŠ¤/ŠÆâjwÃZkZ0+Zi»¯M\»»x™äÃŠweìX
Z¤/M\ÃŠí»»x™**ìÂŠí~âjwÔöÅF,KMZzg¢zg~ÃVÅñŠÏ
¢zg~ìZzgZ¤/M\3**åäÆ»x~ẑsÂQ¢zg~ìelåðYg„
ìZkÆ0Óx¢zg~q,Zzg',@ÌñŠƒVXËÌqÅ)ñŠÏZÛZ̧~
aZ™}ÏX

: 7ÃgeÂ } ZkjZáÐPZág
»x™äÅ(F,KMÆ‚BìZzgoƒìX
¢zg~‚âyÔZziZgZzgMÑ]ñŠX
P™{!*Ñq,ZzgŠvZò[ZkF,KMÐg1‰Ü¢zg]ïÃX
»x™äÆaoƒZzg¢zg~(ñŠìX

Zg]øD¢zg]ƒ**ecX w! oƒgzÝZzgƒZ»ZÈxìXŠgz
ØgzÁZzg¤/Šz½gÂ6,.y7™}ÇX
»½~»ggzZð™äÆaí~£/&¢AñŠìc*ƒÏ?

;ðÆaâjwoƒìc*7?
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zMZzgZOgÆÏ]
gLgLZz‡]ÃZEw™äÅÃÒÙXøg}Zq-Šz„3äÅ

˜ »g~ÆZOgÆz‰Ü~Z¶gZ]Æap}’k,™feXZq-ZzgŠz„À
ætz«ZzgætêÆ(,}(,}àzVÆŠgxy^™DgTXZL
Šz2VÐgZ‚ÔÑîôÆZOgÆz‰Ü~™feZzgâzÂ"$»ŸYg~gL
ìXøg}Zq-Šz„ŠzgZy6,zZi„ZKu»g~©VÅgzŠZŠeÉ¯y~
gkge™feZzgˆ~ZyÅóñ~’k,™gXZq-ZzgŠz„ŠíZzgy

ÆMæzgÄÆZz‡]~ŠíÆ»xÔZëg--z){™feXZq-ZzgŠz„äZq-
ZëZJyZLyZzgŠíÆŠgxygziZ:Æ©wÆ^Æz‰Ü~»g~™Æ0*k
HXŠzgq¢~0*xN*\Zzg~N*\ä½7gœ—½ÅXZy6,uât»g~Ù

3x5 ZzgZLaM‚*VaZ™äÅÃÒÙXXÆatuât»g~e7ìz{
ZõÆ»geiÐZ’Z™MhX

4+Zz‡]Zzg;ð
ZL4+Zz‡]»Y,̂{³XXZz‡]~M\¹Ú~Æ‚B»x™Mh
'ZyZz‡]~Z•ðZë»xÙXtZz‡]‰|Z]ÆaðÆZ’Zðeg
]ƒDZzg‰ÆŠvXZkÆ´z{ZL»ñVÅz„~F,KMÃ$+w$+w™
™äÅÃÒÙZzgTF,KM~M\ic*Š{Ú~Æ‚B‚B»x™ÃÔZk6,»g
ÈgX÷÷;ðóóÆ¦gÃ

\+AŸ/õ EGZzgqÝ™äÅÃÒÙXæZûVZzg»xÆŠzgZy
MäzZàQåVÐZLM\Ã6,.y#ÖÙX8¯yÃZLÐŠzggÚXñ!*b

™Š,X»x™äÅÃÒÙXðÆZz‡]Ã#ÖŸùÙX (silent) ¯yÃ{ñl
òÅúi!*)®)7,ÛZzgZkÆˆz‰ÜÃ4îg6,ZEwÙXòÆˆÎ™Zk

ëÎDÃ›**M‚yì ìX ð»Î**ßŠ4Ñ@* Ô ~̄z‰ÜÃŸù:™,
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YMÃ›**ÂìXëYMƒñÌÎñgTXZLM\Ã_Å¯]Ð
!*CÙïaXZLM\ÃqY]ÐÃgrÙXZK,Zzg]k»ìwgÚZzg_¬
Zzg»xÆaZLM\ÃMâŠ{™³X

ÑZ™x-ZvmzÅäÛâ&éG÷÷Z}ZvX÷~Z#ÖÆað
)F,è~( ÆZz‡]~',•«ÛâóóX

Û›Â%äÆˆ„ï$Ëì
LÌ–~#Ö Ã LÌZiqÑ]ÅÂµ~»xÃ–~#ÖÙXZLÛZø

ÙXZL³Zì—gÚX**»òZzgZ0+ƒ}Ð#Ö<ÍZNX*g}Z0+ƒ}„~
¾X–wÛZ1"5½è EGE:÷÷~ä™*ÆxZK̈âVÃÑ;zVÐä3ƒñŠ¬
ìXóó**»òÐâ-k#ÖƒVXg#w‹Å!*g!*g**»ò„Ð»x!ÆgZiÐ
MÙƒZåX

M\Zk6,z6,ÜsŠk4»x™,ÐZzgZ#»x } ZLM\Ð
Ñzq™Š,Zzg»x6,µYNÂQMÐ(,³ZzgQÌZ37,}A$ÌM\äŠk

c*pŠF,‰ (Self Persuasion) _5ÒýG6,ÎZc »x™„1XZôm,~~ZÐ Â4
ëX
ZL'×Z`ÅZkZ0+ZiÐF,šMÙM\»xz‰Ü6,»™,ZzgtM\Æa
ö0YñX

Zzgz‚bÆ!*)̄M\ZLZÝ»xÃgh™Šzu~qzV»–gZfe qzV X

ZyÃF,u™Š,X
Š,Ô U f‚Ã6,n{™äzZàq,

—G+Zzgg‚ßVÃÖŠ,Ô
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Kz~È™Š,Ô
°Zß‰ÜghŠ,Ô Ã (browsing) i8- î Zzg',Z (chatting) 8545ë FGHE

Y

#}Å9YV6,6,Š{ÎŠ,@*!*CÙÅq,M\ÃOW,:™,Ô
ßÍVÐZÙx:BZzgçs™Š,zg:tM\Ã»x7™äŠ,ÐÔ
ŠÔaÔ“~î EOÔUZzgÕÐ]qÝ™äc*Á™äÅÃÒÙÔ
TâÎÆ»x™äZk´º~gX̄y™**ìÂ8¯yÆ0*kg{™̄y

™BX save ™Š,Xñ!*bìÂ‚BgOñ!*bÅc*ŠŠZ“~ôpc*
»xÃ»™äÅ¬Š]™,X

Zq-©e$ œ%yÅ
œ%yÅ©c*]~ìZq-ÎgËŠg|#ÐZKeZh|!™g;åXZq-

ZzgZkÐìÐXZ}Šz„ÃðŠÔÂ7ìX?¾Æ‚B±ZðÅ Wh ß&×~z;V
»g~™gìƒXÎgä¹XZ}ß&×~!¾~!*]sìpÛ›Æz‰ÜZLÏg
™sZzg!™ÆgppeXZka±ZðÆz‰ÜÛ›Ac*:AX±Zð»H
½z‚X

The more you sweat in peace the less you bleed in war.

z‰Ü5ìZkÐ½7gÃZ+{ZVZzgZÐZÌ™äÅÃÒÙZzgZ¤/tz‰Ü
ŸùHÂQLÌt»x7ƒnÇX
;V~ÃÒ™zVÇ

Â»ñVÐY#ÖlZØZzgZ7Zq-§s#ÖgÚX½»£¨™**
_5ÀŸ/õ GGX**eÃe¯äÅ&¢AaZÙXgZÈg**B+g»k!ì:÷÷ezIƒñ
Îg`ä7Y:ìÃð÷~(áXUDƒñŠbä¹:;V~ÃÒ™zV
ÇXóóÃÒøg~OqìXZK̈y6,Œ+MÆ‚BÃÒ„ÛnìX‚yÕ@eZw™
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i}ÅŠN¸wÅÃÒ„™@*ìX!*glZzgŠ»ZOxÂZK̈ãz‚bÐâzgZìX
ìXÆ0*ki} ¸ Zq-'Æú’k,å:÷÷œ¾~YìXóóZzg|Ì

ìX ZzgYGZŠ,:ƒVZyÅYÂœ„ìXpœÆaÌfZg~Å¢zg]

ñµ»ZN[
ZKi0+Ï~Z,Zz‡]ˆlÙX~M‚ãƒÔgZ5~ƒÁƒÔWaç Nc:
ƒVÔR,Š~Zzg"5½5ë HGE

YÁƒZzg2wM‚ãÐqÝƒYñXÃÒÙZzgZvÐ™¬
ÌÙMÒ{MäzZáç5]Zzg%ZipÎZgƒVZzgplZ|!Ðð
ƒYNXyZzgŠíÆßvÔgZ5ZzgvXƒM\ÆaçzyƒVXyZzgŠí
ÆŠgzŠ-Zgøg}a!*)̄jyƒVXøg}yÅ@*i{gzK¾'VÃYñZzgÎ¿
gzKƒ–-VZzgŠgc*z«gÅŠVÃÔ@*tƒøg}a™¬™,X

¡»Y,̂{
ZLKãZzg8ç5]»Y,̂{³XZ¤/¾Fg~~2ÂZk»´`ÙX

Z¤/„CÙÃðFg~7ìA$ÌœÔeZËZzgZIÛŠÐWÙX~Ô“~î EOÔÃ$+Zzg
»Y,̂{³ZzgZy»´`™zZØXZkÆ´z{ZKpgZu»Y,̂{³XZk~ ÈZqw
ËnÅ¶ìÂeZËc*œÐtg}ÐZk»´`ÙX

mJØ Šz§q¢Å&6VÃ6,zZy
»ñVÃZLZz6,ÎZg#ÖÙÉpŠZâ&¢AaZÙM\»ñV6,ÎZg
ƒYNXZKŠg`fs&6VÃ6,zZymJäÅÃÒÙX

W)Zôm,~ZzgZgŠzc*u»g~i!*y(
ÎaZzg̈gz„

(report writing) ’k,
ßÍVÐYÅ&¢A
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ßÍVÆ‚t!*]™äÅ&¢A
šzgu
º!Zñg

ZÚ,M &ÛR,
Zï[

™äÆŠz»x
Z#M\Æ‚t»xMñc*Ë6,zÅf)ŠZg~eZàYñÂM\ÃŠzZë»x

™äeÂX
XT@*gõÃ»xÅŠ)eCg~(³Åˆ (Reverse Calender) :ZtTg Z³

ìZkÐM\ZtáZzg»xÆZ%Ziâ™̂ÆZkÆaN*g¡Hg™,X
:»xÆx•}™BX‰M\e.ÞgzKÃZV™ì~7eZwfeÉ¬Zk [
Æsõ™DZzgQv™Æ3DXZkZ0+ZiÐ»xM‚ãÐƒY@*ìX
ZLM\ÃZyLróÐXØ

ZLM\ÃqgzfsLróÐXñX
X“~î EO:×‰ÜÐÑzqƒ@*ìZzg0+Z#Ö6,»ƒ@*ìZzgtŠzuzVÅ!VÅ Z³

\ÃwZŠbìX M ZL
Xê:ZKf)ŠZg-VÐÑ6,zZ„Z(g#ÖÙZzg£tzÛZø»ìwgnpƒñ [

ZL»ñVÃZŒ§jÐZŠZ™äÅÃÒÙX
XÕ:ZL¸ðc*Šz„c*‚¶Å)ñŠÏ~ZkÅ',ZðÐ+B/õ EFGXt¬Š] `
ËÆZ0+g"ìaZ™CìZzgi0+Ï)tgSìX
XË:»ñVÅªŠí~Zz‡]Åag~#ÖÙXŠíÅqzVÃfZC¢Š~ZEw Š
#ÖÙXì-$Zzg™BÐvÅÃÒÙXtZZ0+Zg~ZzgCðÆo°¬ŠZ]
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XtË~"ìaZ™CX

äÅL
Z#Ë»x~™KIaZƒg;ƒÂM\Zq-äÅL¯ØXZk»§itì

»½ÆŠgxyZq-ÎNZzgZkÆ!*NZzgŠZNY+$t’k,™,X
ŠZNY+$:Zk»xÃ™äÐM\ÃH Xh

¯ZZ+ƒVÐX
M\ÅÁÁ&6V~ZŸ†ƒÇX
M\ÅF,¹6,HZW,Z]ƒVÐX
M\Æ©]6,HZW,Z]ƒVÐX
»x!Åßg]~HƒÇX

!*NY+$:Zk»xÃ™äÆa X ]ÖÌ
M\YV™KI™gìXeìZkÅŠz
&z;]‚tMNX‰H¢zg~ìÔ
pZ{(Z{»1úìX

ZyÎZÑ]ÆZ!*]M\~w•Zzģ]¿aZ™,ÐX

zr3ïGOG
zr3ïGOGÆ!*g}~DqÝÙX—gÑ™*-ZvmzÅäZgáŠÛâc*Ë
›y6,ŠzgZ'Z+7¦/gãeÂZkÆ0*kzr3ïGOGÆ‡.ÞZâZzgZñgÆ
!*g}~èƒðzr3ïGOGñŠ:ƒX)½>(

ÑZ™x-ZvmzÅätÌÛâc*¿zr3ïGOG™Æ™*ÐŠHz{¦ñgZ5
6,Zzg]4ïEOGzZágZ36,Š*ÐŠHZzg¾òZzgÞŠ]6,%ZZzgn]Åqª~Š*Ð
ŠHX)½>(

zr3ïGOGÉ™M\»»°1úÁƒYñÇZzgM\ÃjyÌAÇX»½ZzḡZV™™
ÅÃÒ™,X

â1CZñg
â1CZñg{m™ŒÛnÆAŠ+Ôuât»g~zœzvy~Ñ•Æç5]Ô
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8zõ OÔ£tZzgÛZøzf)ŠZg-VÅ„ZzgZ(gZ]Åº!Æç5]¯g~îg6,‚
ZyŠ*zm,Z]6,´ZÛZŠÐŠ\™zZNZzgÍZ{Ì¯BXZK̈y Ô ’k,~áMN

À˜ZyqzV~@*í™@*ìX

i2>zzgZV$
i2>ZzgzgZV$Å„~Šk,#ÖÙXZv¬\äi2>ZzgzgZV$Æfg)Šzª

¯c*ìXi2>Æ‚Ñ:̂[~Z0+Zi}ÅOñ|IZ:§iÐ Âx Å„»
ˆ[ÙZzgZkÅ¯g~„»ZÈxÙXZkZ0+ZiÐzgZV$Å„Ô%j}ÆZÙw

Zzg‰» „(Value) Æ¯gUˆ™³XÁZiÁzgZV$ÅÀg¶ZzgZkÅŠgz¡
XÙ çÂ¯gU™BXZŠZ5ç@}Æ_.™BXZkçA~Šk,:

ÑZ™x-ZvmzÅäÛâc*ÛZøª„zgZV$Æ§jpŠ³ZzgŠzuzVÃ
2îZkatÛDìZzgz{>Šc*YñÇZzg«q÷~Z#ÖÐZVðYñ
Ïz{¸ìX)Z0âz(
â^:)ßvZ•ðfóŠZg~Æ‚Bi2>ïsz{Zk!*]ÅÌÃÒ™,

ÑZ™x-ZvmzÅ ª ZLâwÐi±ð W>ï%Æˆ¼ZŸ°g¶ïw™´;Ö
Æ{0+ZyÆ¾!*~„»ZÈx™,YVZyÃi2>7Š~Y$ËX(
ZKMy]Å„

ŠzuzVÅŠ*¯äÆaZKMy]#Ön{ÙXŠzuzVÆç5]~ZÚ
MÐÌ#ÖYØZLM\ÃÛZñl™Š,X

Š6,pÙ»ZÖg
Z#M\ÃðZë»x™BÂpÙoØXŠí~Z,ñZµ6,½â]»ZÈxÙX

Zöñµ6,‹ðÌ$©gê
GG

™,XZ#yÅÌðc*ÃðZë»x™BÂZI{:ÃÌZKpÙ
~Ñ•ÙX
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Zlg
ZLZ[J-Æç5]~Zlg™**ecXkHƒVÐÂ/™ãecZzgZk
~@*í7™ãecXçAZzgqÑ]Å‚iÇg~Å™¬™ãecXøg}Š+~
úizVÆZz‡]ÔF,KMÔfóŠZg-V»ZˆkZzgúizz){Z,ZñgXÆ
!*)̄™KIÅRö„7gSXZkÆ´z{ps}.ZÔ¾òÔZï[ÔZK̈yÃ™KIÐ
XDZzgZK̈yÅ™«ƒCgSìZzgæŠYg~gSìX

»i}~Ñ•
»izV~Ñ•ÙZzgZˆkgÚÀM\ÌZÏ§bßÍVÆ+ðV6,
ƒVÐXic*g]Jg»ZÈxÙZzg!-öHOÆÞÆ!-öHO“WÆ!*g}~Î8/õ FGXtŠzâV
q,M\~F,¶]»ZˆkaZ™,ÏXZ#M\M`ÆŠyÃi0+Ï»My~Šy
Ck™ä'ÐÂM\Å̧]¿!ƒYñÏZzgM\ic*Š{!~Æ‚BZKf&õ O
ŠZg-VÐÇ{',MæƒÃÐXpZkçA~ZK¡ZzgÂZ**ð»ìwgÚZzgZk

óÅÙA7ƒCZzgG~¢7ƒÇX !*]»ìw

£¾Ñ
ZĶôÆZz‡]ÃT#/õ EGZzgZyZz‡]~̧ô¢zgÙÔ–~:™DgcX

ÛÆâ#Ö&4/õ EEGX,~!3ÂZiyaZ™ä Ã ZLM\Ã@*i{Šx¢zgÙX
q,¢zg~Zy6,¿ÙX

PÎZÑ]
Zyˆzm,ZzgtgzVÆ_¬ÆˆtQyÅY$ËìMÒ{M\Šg`fs
ÎZÑ]ÆZ!*]µZ0+Zi~Š}Mh:
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)’k,~îg6,(? X H÷~i0+Ï»·Z7zZãì  -1

..................................................................................... Z[:

.............................................................................................

.............................................................................................

H~äZKoiwZzg£œ³ÅƒðX)’k,~îg6,(?  -2

..................................................................................... Z[:

.............................................................................................

.............................................................................................

HZyÆa~äÃðz‰Ü¥™,ìX)’k,~îg6,(?  -3

..................................................................................... Z[:

.............................................................................................

.............................................................................................

H~äZL»ñVÅÃðz„»g™àìXHZkz„Ã~!*‡°ÏÐŠN  -4

YƒV@*ZkzzÐ÷~̧]¿6,Š!*îMñZzg~Úƒ™»x™jV?
..................................................................................... Z[:
.............................................................................................

.............................................................................................

H~Zk!*]ÅÃÒ™@*ƒVZëZzgZŠZgzZá»x¬™zVZzguòâÎÆ  -5

»ñVÐÖÆa&¢AZzgZÛZŠ»g™ßV?
..................................................................................... Z[:
.............................................................................................

.............................................................................................
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Huòßg]~Ô=ZzgÛZ„ZzgtÛŠÅßg]~»x™@*ƒV?  -6

..................................................................................... Z[:

.............................................................................................

.............................................................................................

H~Îa™™Zzg‹t™Æê™@*ƒVZzgQ;ðÆ‚BZk6,¿cZƒ@*ƒV?  -7

..................................................................................... Z[:

.............................................................................................

.............................................................................................

™äÅÃÒ™@*ƒVZzgŠvZñgÃoƒz‰ÜÆa »x H~Zq-z‰Ü~Zq-  -8

³™@*ƒV?
..................................................................................... Z[:
.............................................................................................

.............................................................................................

Z#~Zq-»xÑzq™@*ƒVÂQZk»xÃ»™äÅÃÒ™@*ƒV?  -9

..................................................................................... Z[:

.............................................................................................

.............................................................................................

M@*ìZzgZÐ~)ÐZŠZ™YƒVÔ ® Hímg]™äÔª÷÷:óóì»  -10

:ßV? fó »xšzzZL Æ @*ŠzuzV
..................................................................................... Z[:
.............................................................................................

.............................................................................................
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H~qw~ZLM\Ãg‚rƒVX~âè6,Z\k7™@*Zzg{xìà~7gL?  -11

..................................................................................... Z[:

.............................................................................................

.............................................................................................

ÃÒ™@*ƒV»xÃZŒ§iÐ™zVZzg»x³&ƒ? t H~  -12

..................................................................................... Z[:

.............................................................................................

.............................................................................................

Z¤/qgz!*Ñ~ÐË»Z[ÌÔ~ìÂ~qgzfsZŠZâ]™zVÇX  -13

......................................................................................... -1

......................................................................................... -2

......................................................................................... -3

......................................................................................... -4

......................................................................................... -5

......................................................................................... -6

......................................................................................... -8

......................................................................................... -9

....................................................................................... -10

....................................................................................... -11

....................................................................................... -12

....................................................................................... -13

....................................................................................... -14

....................................................................................... -15
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Ýg&4/õ EEGÔŠzgZ0+÷&4/õ EEG
Zq-ô!ñä²nH:
÷÷Z}9åeØMŠñV~Ãyic*Š{ÝgZzgŠzgZ0+÷ìXóó

äZgáŠÛâc*:÷÷z{ñ]Ãic*Š{c*Š™@*ìZzgñ]Æaic*Š{Ðic*Š{ ÑZ™xå
ßvZ,z„ŠZøqZzgÝgXZrVä™*Å•çEO]ÌqÝ Ô »g~™@*ì

ÅZzgMy]»Z³ZizZ™ZxÌXóó)ÍZÅ{¬.ç EGÔdZã(
—gZ™x-ZvmzÅäÛâc*:÷÷¿eg@*ìz{ÑzqgZ]~^ŠêìZzg
ÑzqgZ]~^ŠêìÔz{¬sÆ‚BZK2w6,VY@*ìXc*ŠgÅZv»ÎŠZ
l7Ô¹µZzgËìXc*ŠgÅZv»z{ÎŠZ¼AìXóó)F,è~(
™¬N

P™y™¬Nc*Š X ZLaðzáx~PxÔ™¬îVÆaºm™B
™BZzgZy»ZÈx™,:
Z}ZvÔ~§z„Ð¾~C{â‡ƒVX"egÏZzg»‹Ð¾~C{~M@*ƒVX
kZzg),ŠàÐ¾~C{eLƒVZzgŒÛnÆjZzgßÍVÆºÐÌ¾~C{
eLƒVX
Z}Zv!÷}git~',•Š}X
Z}÷}6,zgŠÇg!÷~æŠÛâZzg÷}ÜsËÅæŠ:™Zzg=ìÁe$ÛâZzgí
6,ËÃì:Š}X÷}aD+ÛÛâÔZzg÷}ÜsËÅD+Û:™Zzg=@Ze$Ûâ
Zzg÷}agZ{gZ„6,»M‚y™Š}Zzgí6,ic*ŠC™äzZáÆÜs÷~
æŠÛâXc*Zv=ZC]¦/Zg¯ÔZCf™™EZÑ¯ÔZLÐegäzZÑ¯ÔZCÛâÎŠZg¯Ô
ZK§s¬b~™äzZÑÔiZg~™äzZÑZzggq™äzZÑ¯XZ}÷}6,zgŠÇgÔ
÷~Â/Jw™áÔ÷}kHƒVÃŠðeZwÔ÷~™¬JwÛâÔ÷~Š?ZzguÃ
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m]jÔ÷~i!*yÃ\CéFO¯Zzg÷}ŠwÃ@Ze$Š}Zzg÷}JgÅ(„ïw
Š}X)Zã[ZÑW(
Z}ZvÔ~ÐÔ™@*ƒVM`ÆŠyÅí)zp!(ÔZzgM`ÆŠy~)7
MäzZÑ(ìZkÅí)zp!(ÔZzgM`Æˆ)7MäzZÑ(ìZkÅí)z
p!(Zzg~ÐC{â‡ƒVM`ÆŠyÆÑÐZzgM`ÆŠy~)7Mä
zZÑ(ìÔZkÆÑÐZzgM`Æˆ)7MäzZÑ(ìZkÆÑÐX
Z}ZvÔZ¤/ÂY}ìíÐuiŠƒäzZà÷~Óxw»]zZi])»Q**ÔZ3
ÎÔM**Y**(M`ÆŠy~÷}h~4ÂÔÂZyÃ÷}alg™Š}Zzg
ZyÃ÷}aM‚y™Š}ZzgZ¤/ÂY}ìz{÷}h~ÑZzg¢gg‚VÂZy

ÃíÐŠzggÄZzg=ZyÐŠzggÄX
Z}ZvM\øg}M`ÆŠyÆ¬{Ãøg}»ñVÅŠg4ÔŠgxã{Ã‹Š~
ZzgMy~{Ã»%Zã¯Š,XM}X

My~ÎZw
H÷ZM`¦/À̧Ð4ì?
H~äZâ»g~™àì÷ZMäzZÑÀM`Ð4ƒ?
Z¤/=M`„My~^6,gzZ:ƒ**7,}ÂH»g~ì?
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Z#Ãð»xM\Æ4ŠHYñÂZkeĝÐæŠB
M\ÅfóŠZg~ »xc*6,z»**x

º!à{»**x
@*gõº!

™**ì å “J-
M\ÆZ(gZ]
ZK̈ãz‚b

»xÅâÎ,ZzgS:]

âŠ~â1Cz‚b

»xÆ%Zi

@s ZÛZŠ %³ F,KM Zk»xÆxZ]
ZŠZg}Æa

M\ÅfZ]Æa

‰Zz‡]ZŠZgzV~@Zc*]Æ%»xŠ}Šc*Y@*ìXM\ZkÃgxÅgzÝ~Šb‰»xÅµ/
È~™,ZzgZLZfÐ!*]™,M\Æf‚~Zk»x6,¿ŠgMæ»tZ½öyìX

9- eg^
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Office Routine Chart
Self Designed Job Description 

Based on Experience in the Organization

S.No. Nature of Work Reporting Routine

Mon Tue Wed Thu Fri Sat

10- eg^
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Individual Delegation
Name of Delegatee: _______________

Date of
Delegation

Nature of
Work/Communication

Deadline Done Remarks

11- eg^
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Delegation planning

Routine Work
Title of Task Priority Delegate to Name of Week Days/Months

Symbols to be used in six columns
d: When delegated
c: Expected date of completion

12- eg^
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Project Delegation Chart
When More Than Two Persons Are Involved

Name of Persons (Delegatee)
with targets   date

Nature of Work
(Steps)

Logical
Sequence

Ûn™,M\Ãð½d$™**eTXZke~ZñgÅxZ0+Zi~F,KMÉBÔZŸ°»Ý~M\ßm
’k,™MhXZkÆMÐM\ZyßÍVÆ**xÉBXÐM\Ã»x¢8ìXZ[CÙ»xÆMÐÛŠ (Location)

Æ»Ý~¶KyÎŠ,Zzg@*gõ»@sÉBXZ#»xåƒYñÂËŠzu}g8-ÅR&̄Ð¶KyŠ,X

13- eg^
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HM\i0+ÏÆCÙyZy~»x!eT?
Z¤/;V!

ÂQZkÂ[»_·M\Æa**¦/k,ì
áCÙZ{i0+Ï6,»x!»^

z‰ÜÆ!*g}~ZëÂ[ÔCÙZk¿Æa»x!ÅãìZq-5
,Åy™ÆZLyÔŠíÔ»gz!*gÔŠz„Zx[ZzgçÑ}~Ÿiƒ**

eLìXZkÂ[»_·Zq-5Ô@*i{Ô6,ä]Zzg¡qi0+ÏÆŠgzZi}
6,M\Åz{Š.ìTÆF̂,¹Zzg»x!ÆŠgzZi}T−YDX
Zq-5Ô!z‰ÜÔÚZzgáZiyi0+ÏÔ»xçVÃZkŠgM‚y¯Šîì

ŠzªÔà]ÔÇ}ZzgpâVƒM\ÅŠ,k~ƒCX
ZkÂ[Æ_¬Æˆ,Zzg„ÅªZyÁp~:ÜsM\ÃÉ

ŠzuzVÃÌ™Š}ÏX
gz9 1507360 ,]

ŒÛR,-Z6wÐÔÙc*Zkí6,Mgeg,-™Z
˜,-4âgL

ZgŠz!*iZgÔ™ZcÔ0*Îy
021-2633887 c: 021-2212991 ¯y:

0*Îy~eZuÐjZäÆagZ‚Ù
»x!eZóXÅ

kamyabi22@yahoo.com Z~é:
Z̧,-ç

75530 Ô™Zc 8545 7†!*¾
www.timemanagementclub.com



Š+ZzgŠ*~uÛZi~Ô»%ZãZzgplqàÆ̂»W¸iÙ
Å̂Z’ZW\ÅZKfZ]ÐƒCìÔZK,Ã̧W,Zzg»x[¯

ªŠx -- áCÙZÓi0+Ï
Úçÿ$†]æ…Ò^Ún^hí’nk

·a-

tÂ[CCì,Ãñ*.çJIZzg»x[ù¯c*Yñ
,ÅyÆã~ÁÜZzgZ¹ZCäÆ§j

‚]czs¬Š'W\ZCBÂ»x!W\Åg=0YCì
»x!»Ç**)CÙ‹ÔCÙ¹ZzgCÙ‚wW\ÃC@*ìW\ä»x!»ĤZzg¾§bðHì

i0+ÏÅ].z4~CÙZq-Ã»x[
Zzg¬xßÍVÃ{m¯äzZàÂ[
T»_·áCÙZÓi0+Ï6,W\»ªŠxU*"$ƒÇ

g3uzgtÔW?S®)
gz9 50 Ô7 90 ,]

ZK»8W`„qÝÙX

£g~ÃÛzØVÆ´z{ZyêVÐÌqÝÅY$Ëì:
˜,-4âgL

ZgŠz!*iZgÔ™ZcÔ0*Îy
021-2633887 c: 021-2212991 ¯y:

0*Îy~eZuÐjZäÆagZ‚Ù
»x!eZóXÅ

kamyabi22@yahoo.com Z~é:
Z̧,-ç

75530 Ô™Zc 8545 7†!*¾
www.timemanagementclub.com
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www.rishteyonline.com
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